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ACADEMIC  CALENDAR 

1984-1986 


Septembers,  Monday 
Septembers,  Wednesday 
September  6,  Thursday 

September  7,  Friday 
September  10,  Monday 

Septembers,  Sunday 
September  14,  Friday 
October  12,  Friday 
October  29,  Monday 
November  2,  Friday 
Novembers,  Monday 
November  19,  Monday 
November  20,  Tuesday 
November  21,  Wednesday 
November  21,  Wednesday 
November  26,  Monday 


November  29,  Thursday 
November  30,  Friday 

December  3,  Monday 

December  10,  Monday 
December  20,  Thursday 
January  2,  Wednesday 
January  17,  Thursday 
February  4,  Monday 
February  8,  Friday 
February  8,  Friday 
February  22,  Friday 
February  25,  Monday 
February  26,  Tuesday 
February  27,  Wednesday 


March  6,  Tuesday 
March  6,  Wednesday 

March  7,  Thursday 

March  IS,  Friday 
April  S,  Friday 
April  8,  Monday 
April  IS,  Monday 
April  29,  Monday 


FALL  1984 

Holiday — Labor  Day 
Registration  (8:30-noon,  S:30-7:30  p.m.) 
Classes  begin:  late  registration  until  7:00 
p.m.;  late  registration  fee  applies 
Late  registration  until  S:00  p.m. 

Last  day  to  register  or  add  a course  until 
7:00  p.m. 

Graduation 

Last  day  for  tuition  refund 
Mid-term  reports  due 
Pre-registration  for  Winter  Quarter  begins 
Last  day  to  pre-register  for  Winter  Quarter 
Last  day  to  drop  classes  without  penalty 
Last  day  of  Fall  Quarter  classes 
Final  Exams 
Final  Exams 

Thanksgiving  holidays  begin  after  last  exam 
Grade  reports  due 

WINTER  1984-1985 

Registration  (8:30-noon,  5:30-7:30  p.m.) 
Classes  begin:  late  registration  until  5:00 
p.m.;  late  registration  fee  applies 
Last  day  to  register  or  add  a course  until 
7:00  p.m. 

Last  day  for  tuition  refund 

Christmas  holidays  begin  after  last  class 

Classes  resume 

Mid-term  reports  due 

Pre-registration  for  Spring  Quarter  begins 

Last  day  to  pre-register  for  Spring  Quarter 

Last  day  to  drop  classes  without  penalty 

Last  day  of  Winter  Quarter  classes 

Final  Exams 

Final  Exams 

Grade  reports  due 

SPRING  1985 

Registration  (8:30-noon,  5:30-7:30  p.m.) 
Classes  begin:  late  registration  until  7:00 
p.m.;  late  registration  fee  applies 
Last  day  to  register  or  add  a course  until 
7:00  p.m. 

Last  day  for  tuition  refund 
Holiday— Good  Friday 
Holiday — Easter  Monday 
Mid-term  reports  due 

Pre-registration  for  Summer  Quarter  begins 


Mi 


May  3,  Friday 
May  7,  Tuesday 
May  21,  Tuesday 
May  22,  Wednesday 
May  23,  Thursday 
May  24,  Friday 


May  30,  Thursday 
May  31,  Friday 

June  3,  Monday 

June  10,  Monday 
June  28,  Friday 
July  15,  Monday 
July  15,  Monday 
July  22,  Monday 
July  29,  Monday 

August  5,  Monday 
August  9,  Friday 
August  12,  Monday 
August  13,  Tuesday 

August  13,  Tuesday 
August  14,  Wednesday 
August  15,  Thursday 
August  27,  Tuesday 
August  28,  Wednesday 
August  29,  Thursday 
August  30,  Friday 
September  8,  Sunday 


September  2,  Monday 
Septembers,  Thursday 
Septembers,  Friday 

September  9,  Monday 

September  16,  Monday 
October  14,  Monday 
November  4,  Monday 
November  5,  Tuesday 
November  8,  Friday 
November  19,  Tuesday 
November  20,  Wednesday 
November  21,  Thursday 
November  21,  Thursday 

November  22,  Friday 


Last  day  to  pre-register  for  Summer  Quarter 

Last  day  to  drop  classes  without  penalty 

Last  day  of  Spring  Quarter  classes 

Final  Exams 

Final  Exams 

Grade  reports  due 

SUMMER  1985 

Registration  (8:30-noon,  5:30-7:30  p.m.) 
Classes  begin:  late  registration  until  5:00 
p.m.;  late  registration  fee  applies 
Last  day  to  register  or  add  a course  until 
7:00  p.m. 

Last  day  for  tuition  refund 

Summer  vacation  begins  after  last  class 

Classes  resume 

Mid-term  reports  due  (Gen.  Ed.) 

Mid-term  reports  due  (Voc.  and  Tech.) 

Last  day  for  Gen.  Ed.  students  to  drop 
classes  without  penalty 
Pre-registration  for  Fall  Quarter 
Last  day  to  pre-register  for  Fall  Quarter 
Last  day  of  classes  (Gen.  Ed.) 

Last  day  for  Voc.  and  Tech,  students  to  drop 
classes  without  penalty 
Final  Exams  (Gen.  Ed.) 

Final  Exams  (Gen.  Ed.) 

Grade  reports  due  (Gen.  Ed.) 

Last  day  of  classes  (Voc.  and  Tech.) 

Final  Exams  (Voc.  and  Tech.) 

Final  Exams  (Voc.  and  Tech.) 

Grade  reports  due  (Voc.  and  Tech.) 
Graduation 

FALL  1985 

Holiday — Labor  Day 
Registration  (8:30-noon,  5:30-7:30  p.m.) 
Classes  begin:  late  registration  until  5:00 
p.m.;  late  registration  fee  applies 
Last  day  to  register  or  add  a course  until 
7:00  p.m. 

Last  day  for  tuition  refund 
Mid-term  reports  due 
Pre-registratfon  for  Winter  Quarter  begins 
Last  day  to  drop  classes  without  penalty 
Last  day  to  pre-register  for  Winter  Quarter 
Last  day  of  Fall  Quarter  classes 
Final  Exams 
Final  Exams 

Thanksgiving  holidays  for  students  begin 
after  last  class 
Grade  reports  due 


November  28,  Thursday 
November  29,  Friday 


December  2,  Monday 
December  3,  Tuesday 

December  4,  Wednesday 

December  13,  Friday 
December  20,  Friday 
January  2,  Thursday 
January  20,  Monday 
February  3,  Monday 
February  7,  Friday 
February  11,  Tuesday 
February  25,  Tuesday 
February  26,  Wednesday 
February  27,  Thursday 
February  28,  Friday 


March  5,  Wednesday 
March  6,  Thursday 

March  7,  Friday 
March  10,  Monday 

March  14,  Friday 
March  28,  Friday 
March  31,  Monday 
April  15,  Tuesday 
April  28,  Monday 
May  2,  Friday 
May  7,  Wednesday 
May  21,  Wednesday 
May  22,  Thursday 
May  23,  Friday 
May  26,  Monday 


Thanksgiving  holiday 
Holiday 

WINTER  1985-1986 

Registration  (8:30-noon,  5:30-7:30  p.m.) 
Classes  begin:  late  registration  until  7:00 
p.m.;  late  registration  fee  applies 
Last  day  to  register  or  add  a course  until 
7:00  p.m. 

Last  day  for  tuition  refund 

Christmas  holidays  begin  after  last  class 

Classes  resume 

Mid-term  reports  due 

Pre-registration  for  Spring  Quarter  begins 

Last  day  to  pre-register  for  Spring  Quarter 

Last  day  to  drop  classes  without  penalty 

Last  day  of  Winter  Quarter  classes 

Final  Exams 

Final  Exams 

Grade  reports  due 

SPRING  1986 

Registration  (8:30-noon,  5:30-7:30  p.m.) 
Classes  begin:  late  registration  until  7:00 
p.m.;  late  registration  fee  applies 
Late  registration  until  5:00  p.m. 

Last  day  to  register  or  add  a course  until 
7:00  p.m. 

Last  day  for  tuition  refund 
Holiday— Good  Friday 
Holiday— Easter  Monday 
Mid-term  reports  due 

Pre-registration  for  Summer  Quarter  begins 

Last  day  to  pre-register  for  Summer  Quarter 

Last  day  to  drop  classes  without  penalty 

Last  day  of  Spring  Quarter  classes 

Final  Exams 

Final  Exams 

Grade  reports  due 


May  29,  Thursday 
May  30,  Friday 

June  2,  Monday 

June  9,  Monday 
June  27,  Friday 
July  14,  Monday 
July  14,  Monday 
July  21,  Monday 


SUMMER  1986 

Registration  (8:30-noon,  5:30-7:30  p.m.) 
Classes  begin:  late  registration  until  5:00 
p.m.;  late  registration  fee  applies 
Last  day  to  register  or  add  a course  until 
7:00  p.m. 

Last  day  for  tuition  refund 

Summer  vacation  begins  after  last  class 

Classes  resume 

Mid-term  reports  due  (Gen.  Ed.) 

Mid-term  reports  due  (Voc.  and  Tech.) 


July  28,  Monday 

August  4,  Monday 
August  8,  Friday 
August  1 1 , Monday 
August  12,  Tuesday 

August  12,  Tuesday 
August  13,  Wednesday 
August  14,  Thursday 
August  26,  Tuesday 
August  27,  Wednesday 
August  28,  Thursday 
August  29,  Friday 
September  1,  Monday 
September  7,  Sunday 


Last  day  for  Gen.  Ed.  students  to  drop 
classes  without  penalty 
Pre-registration  for  Fall  Quarter  begins 
Last  day  to  pre-register  for  Fall  Quarter 
Last  day  of  classes  (Gen.  Ed.) 

Last  day  for  Voc.  and  Tech,  students  to  drop 
classes  without  penalty 
Final  Exams  (Gen.  Ed.) 

Final  Exams  (Gen.  Ed.) 

Grade  reports  due  (Gen.  Ed.) 

Last  day  of  classes  (Voc.  and  Tech.) 

Final  Exams  (Voc.  and  Tech.) 

Final  Exams  (Voc.  and  Tech.) 

Grade  reports  due  (Voc.  and  Tech.) 

Holiday — Labor  Day 
Graduation 


THE  COLLEGE 


In  1963,  the  General  Assembly  of  North  Carolina  established  a 
system  of  community  colleges  and  technical  institutes  which  was  to 
be  governed  by  the  State  Board  of  Education  and  a local  board  of 
trustees  for  each  institution.  In  April  1964,  the  North  Carolina 
Department  of  Community  Colleges,  upon  recommendation  of  the 
Commission  on  Public  Education  Beyond  the  High  School  Level, 
established  Richmond  Technical  Institute.  Seven  months  later,  the 
voters  of  Richmond  County  authorized  a bond  issue  and  a tax  levy 
for  construction  and  support  of  Richmond  Technical  Institute.  In 
October,  1980,  the  name  was  changed  to  Richmond  Technical  Col- 
lege (RTC).  The  governance  of  the  system  of  community  and  tech- 
nical colleges  was  changed  to  the  State  Board  of  Community  Col- 
leges on  January  1,  1981. 

PURPOSE 

Richmond  Technical  College  is  an  open-door,  comprehensive 
technical  college  established  to  provide  residents  of  its  service  area 
affordable,  quality  educational  opportunities  in  vocational,  techni- 
cal, general  and  adult  education,  and  on-the-jobtraining,  which  will 
prepare  them  foremployment,  provideforadvanced  study,  and  lead 
to  personal  improvement,  or  self-satisfaction. 

OBJECTIVES 

The  objectives  of  Richmond  Technical  College  are; 

1.  Maintaining  effective  and  appropriate  programs  of  instruc- 
tion. 

2.  Recruiting,  Retaining,  and  Placing  students. 

3.  Providing  viable  administrative  management  to  meet  fiscal 
and  physical  needs. 

4.  Insuring  maximum  productivity  of  College  faculty  and  staff. 

ACCREDITATION 

Richmond  Technical  College  is  a fully  accredited  educational 
institution.  Accreditation  from  the  Southern  Association  of  Colleges 
and  Schools  was  initially  received  in  1969  and  reaffirmed  in  1973, 
and  in  1983.  Accreditation  from  the  North  Carolina  State  Board  of 
Education  was  received  in  1974  and  in  1979.  Both  Practical  Nursing 
and  Associate  Degree  Nursing  programs  are  accredited  by  the 
North  Carolina  Board  of  Nursing. 

HISTORY 

The  community  college  concept,  as  it  evolved  in  North  Carolina, 
created  a series  of  post-secondary  instructional  facilities  designed 
to  meetthetraining,  skill  and  educational  needs  of  the  adult  popula- 
tion in  each  service  area.  Richmond  Technical  College,  established 
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in  1964,  has  played  a vital  role  in  the  economic,  social  and  educa- 
tional development  of  Richmond  and  Scotland  Counties.  To  date 
over  88,000  students  have  enrolled  in  6,000  extension  classes;  2,141 
students  have  graduated  from  28  curriculum  programs;  approxi- 
mately 7,600  people  have  enrolled  in  the  learning  laboratory;  New 
Industry  Training  classes  have  been  taught  in  21  companies  to  over 
2,208  trainees;  690  men  and  women  have  completed  the  Adult  High 
School  program;  and  1,237  have  received  the  General  Education 
Development  Certificate.  New  curricula  are  added  as  community 
needs  are  identified,  and  extension  subject  offerings  reflect  our 
changing  economic  and  cultural  interests.  In  1982,  Richmond 
Technical  College  began  offering  evening  curriculum  classes  at 
Scotland  High  School  in  Laurinburg. 

Richmond  Technical  College  joined  the  Visiting  Artist  program  in 
1972;  since  then,  musicians,  artists,  and  a dramatist  have  introduced 
the  people  in  the  Sandhills  area  to  new  and  interesting  develop- 
ments in  music,  art,  and  drama.  Both  the  amphitheater,  on  our 
campus,  and  the  formation  of  an  active  and  widely  supported  com- 
munity theater,  are  results  of  our  participation  in  this  program. 

LOCATION 

The  160-acre  main  campus  of  Richmond  Technical  College  is 
located  on  U.S.  Highway  74  between  Rockingham  and  Hamlet.  This 
four-lane  highway  intersects  with  U.S.  Highway  1 and  U.S.  Highway 
220  in  Rockingham  and  makes  the  college  easily  accessible  to  all 
students  in  the  RTC  service  area.  The  College  also  owns  the  James 
Nursing  Building,  located  on  Rice  Street  in  downtown  Hamlet. 

FACILITIES 

The  college’s  physical  plant  on  the  main  campus  consists  of  four 
buildings,  creating  a total  of  97,100  square  feet.  This  area  includes 
offices,  classrooms,  laboratories,  shops,  campus  maintenance, 
storage,  and  special  facilities  such  as  the  library,  learning  labora- 
tory, photography  laboratory,  tutorial  center,  auditorium,  student 
center,  and  bookstore.  Tennis  courts  and  outdoor  patios  are  also 
available.  Additional  classroom,  laboratory,  and  office  space  is  pro- 
vided for  the  nursing  programs  located  in  Hamlet  and  Laurinburg. 
Extension  classes  are  taught  in  various  locations,  including  the 
main  campus  and  the  James  Nursing  Building.  An  amphitheater, 
designed  for  community  and  college  use,  is  utilized  for  public  events 
such  as  concerts  and  graduation  exercises. 

Selected  evening  curriculum  classes  are  offered  at  Scotland 
County  High  School  in  Laurinburg. 

Library 

The  library  provides  books  and  audio-visual  materials  for  research 
and  study  or  for  pleasure  reading  and  self-improvement.  The  nurs- 
ing program  libraries  in  Hamlet  and  Laurinburg  are  open  on  sched- 
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ules  that  vary  from  quarter  to  quarter.  Professional  staff  members 
provide  assistance  and  instruction  in  research  techniques  and  gen- 
eral library  usage. 


Learning  Laboratory 

The  learning  laboratory  provides  instruction  through  programmed 
books  and  materials,  at  no  charge,  to  students  and  the  public. 
T rained  coordinators  assist  in  selection  of  programs  and  evaluation 
of  progress. 

Photography  Laboratory 

The  photography  laboratory  is  fully  equipped  for  film  develop- 
ment as  well  as  production  of  slide/tape  programs  and  other  audio- 
visual services.  An  audio-visual  technician  supervises  the  photo- 
graphic laboratory. 


The  Tutorial  Center 

The  tutorial  center  offers  free  tutoring  to  curriculum  students  who 
are  experiencing  academic  difficulty.  A tutorial  coordinator  assesses 
learning  problems  and  provides  appropriate  tutors  and  study  mate- 
rials. Tutorial  sessions  are  scheduled  at  the  convenience  of  the 
student. 


Auditorium 

The  auditorium  seats  150  people  and  is  used  for  large  class  pre- 
sentations, staff  meetings,  student  productions  and  activities,  and 
public  functions  such  as  concerts,  films,  and  civic  meetings. 

Student  Center 

A spacious  student  lounge  provides  indoor  recreational  facilities: 
a vending  area  for  sandwiches,  snacks,  and  beverages:  music:  and 
tables  and  chairs  at  which  students  study,  talk,  playgames,  eat,  and 
relax. 


Bookstore 

A bookstore,  stocking  textbooks  and  supply  items  for  courses 
taught  at  the  college,  is  located  near  the  student  lounge  and  is  open 
on  a part-time  basis.  Morning  and  evening  hours  are  posted  each 
quarter. 


Dormitory 

Dormitories  are  not  provided  by  Richmond  Technical  College.  A 
student  not  living  within  commuting  distance,  and  wishing  to  live  in 
the  college  area,  must  make  his/her  own  arrangements.  Richmond 
Technical  College  does  not  supervise  students  in  their  living  quar- 
ters. 
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STUDENT  LIFE 


At  Richmond  Technical  College  each  student  is  a person,  not  a 
number.  Counselors  are  always  available  to  help  with  problems  or  to 
share  an  experience.  Faculty  and  students  work  as  a team  on  proj- 
ects, share  coffee  breaks,  and  learn  to  know  and  understand  one 
another. 

Classes  at  RTC  are  usually  small.  Students  are  encouraged  to  ask 
questions  and  to  participate  rather  than  just  sit  and  listen  to  a 
lecture.  If  the  student  encounters  academic  difficulties,  tutors  are 
usually  available  to  assist.  Because  many  RTC  students  work  in 
addition  to  attending  school,  a major  effort  is  made  to  schedule 
classes  during  hours  convenient  to  the  student. 

Student  opinion  is  sought  and  respected.  Richmond  Technical 
College  is  one  of  the  few  colleges  where  the  students  themselves 
decide  how  most  of  the  student  activity  funds  are  utilized. 

GUIDANCE  AND  COUNSELING 

Guidance  and  counseling  by  qualified  personnel  are  part  of  the 
services  offered  to  all  students  from  the  time  they  pre-register 
through  graduation  and  job  placement.  Each  full-time  student  is 
assigned  a faculty  advisor  who  assists  the  students  with  specific 
course  planning  and  registration.  Other  counseling  is  offered 
through  the  Student  Development  department.  A student  is  wel- 
come at  any  counselor’s  office  when  a problem  arises. 

JOB  PLACEMENT 

Job  placement  activities  are  conducted  by  the  Job  Placement 
Counselor.  Information  concerning  graduates  is  mailed  to  potential 
employers  and  job  interviews  are  set  up  for  interested  employers 
and  students.  On  the  basis  of  an  interview,  student  records,  and 
recommendations  furnished  by  RTC,  the  employer  may  offer 
employment  to  the  student  interviewed. 

GRADUATION  PROCEDURES 

Graduation  exercises  to  award  degrees,  diplomas,  and  certifi- 
cates are  held  at  the  end  of  the  summer  quarter  each  year.  Dates  for 
graduation  exercises  are  listed  in  the  Academic  Calendar.  During 
the  last  quarter  at  Richmond  Technical  College,  each  graduating 
student  is  required  to  file  an  application  for  the  degree,  diploma,  or 
certificate.  The  application  form  is  available  at  the  Student  Devel- 
opment department. 

STUDENT  CONDUCT 

Richmond  Technical  College  reserves  the  right,  in  the  interest  of 
all  its  students,  to  decline  admission,  to  reprimand,  to  place  on 
probation,  to  suspend,  expel,  or  to  require  the  withdrawal  of  a 
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student  for  just  cause  when  it  is  deemed  to  be  in  the  best  interest  of 
the  College.  Procedural  due  process  will  be  adhered  to  in  all  cases. 
Students  are  expected  to  conduct  themselves  in  accordance  with 
generally  accepted  standards  of  conduct  and  to  fulfill  the  responsi- 
bilities of  their  particular  roles  within  the  college  community. 

College  students  have  a legal  and  moral  right  to  know  the  specific 
areas  of  prohibited  conduct  and  to  be  judged  as  to  charges  of 
commission  of  such  conduct  by  a fair  and  impartial  tribunal. 

Set  forth  below  are  school  regulations  prohibiting  certain  types  of 
student  conduct  that  constitute  offenses  against  the  college  com- 
munity. 

1.  Taking,  or  acquiring  possession  of  any  academic  material 
(Test  information,  research  papers,  notes,  books,  periodicals, 
etc.)  from  a member  of  the  college  faculty,  staff,  or  student 
body  without  permission  or  any  comparable  violation  of  aca- 
demic security. 

2.  Stealing  property,  knowingly  possessing,  receiving  or  selling 
stolen  property  on  campus  or  any  off  campus  school  spon- 
sored function. 

3.  Behaving  in  an  abusive,  obscene,  violent,  excessively  noisy  or 
drunken  manner  on  school  property  or  at  a school  sponsored 
function  or  activity. 

4.  Damaging  or  destroying  college  property  or  property  belong- 
ing to  a member  of  the  college  community. 

5.  Intentionally  causing  or  attempting  to  cause  physical  injury  to 
an  employee,  a student,  or  guest.  Behaving  in  such  a manner 
that  could  reasonably  be  interpreted  as  possibly  leading  to  the 
physical  injury  of  a school  employee,  student,  or  guest. 

6.  Deliberately  and  knowingly  passing  a worthless  check  or 
money  order  in  payment  of  any  financial  obligation  to  the 
school. 

7.  Violation  of  college  regulations  regarding  the  operation  and 
parking  of  motor  vehicles. 

8.  Misusing  student  status  or  right  to  use  college  property  to 
commit,  or  induce  another  student  to  commit  a serious  viola- 
tion of  local,  state,  federal  laws,  or  any  college  regulation. 

9.  Engaging  in  any  conduct  that  causes  any  material  disruption  of 
any  lawful  function  or  activity  of  the  school;  engaging  in  such 
conduct  which  disruption  is  reasonably  certain  to  result  or 
urging  others  to  engage  in  conduct  where  disruption  occurs  or 
is  reasonably  certain  to  occur. 

10.  Illegally  entering  into  any  office  or  building  on  school  property 
or  property  used  by  the  school. 

1 1 . Bringing  or  using  firearms,  fireworks,  explosives,  incendiaries 
and  all  other  types  of  weapons  on  college  property  or  at  any 
institution  function,  except  on-duty  law  enforcement  person- 
nel or  upon  prior  approval  of  the  President  of  the  college. 

12.  Repeatedly  failing  to  comply  with  the  lawful  directions  of 
instructors,  administrators,  or  any  other  authorized  personnel 
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during  any  period  of  time  when  he/she  is  properly  under  the 
authority  of  school  personnel. 

13.  Hazing  of  any  kind. 

14.  Possessing,  using,  transmitting,  or  being  under  the  influence 
of  any  narcotic  drug,  hallucinogenic  drug;  amphetamine,  mari- 
juana, alcoholic  beverage  or  intoxicant  of  any  kind  on  college 
property  or  at  any  school  sponsored  function  at  any  time. 
Using  legally  prescribed  drugs  is  not  a violation. 

15.  Violation  of  probation  requirements. 

If  the  student  is  found  guilty  of  violation  of  any  of  the  above 
regulations,  the  Discipline  Committee  may  impose  any  one  or  com- 
bination of  the  following  penalties;  (Ex:  1 qtr.  suspension,  1 yr. 
probation) 

1.  Expulsion — (Not  being  allowed  to  return  to  RTC) 

2.  Suspension— (Not  being  allowed  to  return  to  RTC  for  a speci- 
fied amount  of  time) 

A.  Quarter 

B.  Year 

3.  Probation— (Behavior  while  at  RTC  under  close  supervision  of 
Director  of  Student  Development  for  a specified  amount  of 
time;  student  will  be  allowed  to  stay  in  school  as  long  as  behav- 
ior is  observed) 

A.  Quarter 

B.  Academic  Year 

4.  Reprimand — (A  severe  or  formal  reproof) 

PROCEDURES  FOR  CHARGES,  HEARINGS,  AND  APPEALS 

Any  student  or  college  employee  may  initiate  disciplinary  action 
against  any  student  observed  violating  regulations  of  the  college  on 
campus  or  at  any  officially  sponsored  school  function  away  from  the 
campus.  Such  charges  must  be  submitted  in  writing  to  the  Director 
of  Student  Development. 

Upon  receipt  of  the  charges,  the  Director  of  Student  Development 
will  be  responsible  for  investigating  and  determining  whether  a 
regulation  of  the  college  has  been  violated. 

The  Director  of  Student  Development  shall  notify  the  student,  in 
writing,  of  the  charges  against  him  and  shall  schedule  a hearing 
before  the  Discipline  Committee.  The  Notice  shall  contain  the 
following: 

1.  the  regulation  alleged  to  have  been  violated  by  the  student. 

2.  the  witnesses  for  the  college  and  the  facts  to  which  each  wit- 
ness will  testify. 

3.  the  penalties  which  might  be  imposed. 

4.  the  time,  place,  and  date  of  the  hearing. 

5.  that  the  student  may  present  evidence  and  witnesses  in  his 
defense. 

6.  that  the  student  may  be  represented  by  counsel  at  his  expense. 

7.  that  the  student  may  make  a record  of  the  hearing. 

The  Director  of  Student  Development  shall  hand  deliver  or  mail 
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the  notice  to  the  student  at  his  most  recent  address  on  file  at  the 
College. 

The  Director  of  Student  Development  may  suspend  a student 
prior  to  the  full  hearing  upon  a determination  from  the  facts,  that  the 
student’s  continued  presence  on  the  campus  constitutes  a danger  to 
the  normal  functions  of  the  institution,  to  property,  to  the  student 
himself,  or  to  others. 

The  student  shall  be  provided  a preliminary  hearing  unless  it  can 
be  shown  that  it  is  impossible  or  unreasonably  difficult  to  provide  it. 

The  Director  of  Student  Development  shall  notify  the  student,  in 
writing,  of  the  reasons  for  the  interim  suspension.  This  notice  shall 
also  inform  the  student  of  (1)  the  date,  time,  and  place  of  the  prelimi- 
nary hearing,  and  (2)  that  the  student  may  show  why  his  continued 
presence  on  the  campus  does  not  constitute  a dangerto  the  normal 
functions  of  the  institution,  to  property,  to  the  student  himself,  or  to 
others. 

The  Discipline  Committee  may  convene  to  hear  the  case  no  earlier 
than  thethird  full  business  day  afterthe  student  has  received  written 
notification  of  the  charges  against  him/her. 

If  a student  does  not  meet  with  the  Discipline  Committee,  when 
scheduledto  doso,  he/she  will  bedroppedfrom  Richmond  Techni- 
cal College  and  will  not  be  allowed  to  re-enroll  until  charges  are 
heard  and  a decision  reached  by  the  Discipline  Committee. 

The  Discipline  Committee  shall  renderadecision  based  solely  on 
the  facts  presented  at  the  hearing. 

If  the  student  is  found  guilty  of  a violation  of  a student  regulation, 
he/she  may  appeal  the  decision  in  writing  to  the  President  of  the 
College.  After  the  appeal  is  filed,  the  student,  accompanied  by 
counsel  if  he/she  so  desires,  will  meet  with  the  College  President. 
This  appeal  must  be  filed  within  seven  days  of  the  date  of  the 
decision  of  the  Discipline  Committee.  The  student  will  be  permitted 
to  speak  in  his/her  behalf. 

If  the  President  upholds  the  finding  of  the  Discipline  Committee, 
the  student  may  appeal  in  writing  to  the  Board  of  T rustees.  After  the 
appeal  is  filed,  the  student,  accompanied  by  counsel  if  he/she  so 
desires,  will  meet  with  the  Board  of  Trustees.  At  this  meeting  the 
student  will  be  allowed  to  speak  in  his/her  behalf.  The  decision  of 
the  Board  of  T rustees  will  be  final. 

If  the  student  appeals  a penalty  of  suspension  or  expulsion,  the 
student  may  request  the  right  to  continue  class  attendance  until  a 
final  disposition  is  made  of  his/her  case.  This  request  must  be  in 
writing  to  the  College  President.  The  President  may  approve  or  deny 
this  request  at  his/her  discretion. 

STUDENT  RECORDS 

The  Registrar  is  in  charge  of  all  student  records.  Because  these 
records  are  of  utmost  importance,  they  are  kept  in  locked,  fireproof 
files  in  a locked  storeroom.  Student  records  are  available  to  instruc- 
tors or  advisors  only  through  authorization  by  the  Registrar.  Under 
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no  circumstances  are  student  records  removed  from  the  Student 
Development  office  without  prior  approval  of  the  Registrar.  No  stu- 
dent is  allowed  access  to  the  records  rooms.  A student  may  view  his 
record  only  when  in  conference  with  his/her  instructor,  an  advisor, 
or  an  authorized  administrative  officer.  A student  may  view  his/her 
record  by  submitting  a written  request  to  the  Director  of  Student 
Development. 

Access  to  Student  Records 

The  “Family  and  Education  Rights  and  Privacy  Act  of  1974”  (P.L. 
93-380,  S51 3)  signed  by  the  President  of  the  United  States  became 
law  as  of  November  9,  1974.  Included  in  this  law  are  new  require- 
ments related  to  the  privacy  of  student  files  and  records. 

The  law  specifically  states  that  no  institution  of  higher  education 
shall  prevent  its  students  from  inspecting  and  reviewing  “any  and  all 
official  records,  files,  and  data  including  all  material  that  is  incorpo- 
rated into  each  student’s  cumulative  folder.” 

Although  that  act  specifically  refers  to  the  access  rights  of  par- 
ents, it  provides  that  “whenever  a student  has  attained  eighteen 
years  of  age  or  is  attending  an  institution  of  post-secondary  educa- 
tion, the  permission  or  consent  required  of  and  the  rights  accorded 
to  the  parents  of  the  student  shall  thereafter  only  be  required  of  and 
accorded  to  the  student.” 

The  only  individuals  or  agencies  authorized  to  see  a student’s 
record,  other  than  the  student  himself,  without  the  student’s  written 
consent,  are  school  officials  with  “legitimate”  educational  interests, 
officials  of  other  schools  in  which  the  student  “ intends  to  enroll,” 
and  certain  government  representatives. 

A copy  of  the  law  and  the  complete  policy  is  on  file  in  the  Regis- 
trar’s office.  Any  student  desiring  to  review  his/her  file  will  fill  out  a 
form  in  the  Student  Development  office  and  an  appointment  will  be 
made  with  one  of  the  counselors,  the  Registrar,  or  the  Director  of 
Student  Development  to  review  the  file  within  45  days  of  the  signing 
of  the  request  form. 

Records  will  be  released  to  parents  and  outside  agencies  only 
with  the  written  release  of  the  student. 

In  keeping  with  federal  regulations  on  student  information,  Rich- 
mond Technical  College  has  designated  thefollowing  as  “Directory 
Information”: 

1.  Dean’s  List. 

2.  Graduation  list. 

3.  Sports  activities. 

4.  Recognized  student  activities. 

5.  Other  student  honors  or  awards. 

6.  Special  achievement. 

7.  Photographs  of  students  involved  in  RTC  activities. 

This  “Directory  Information”  will  be  routinely  released  to  the  news 
media  and/or  utilized  for  Richmond  Technical  College  publications. 

Any  student,  who  does  not  wish  any  or  all  of  this  information  to  be 
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released,  must  give  written  notification  to  the  Director  of  Student 
Development  on  or  before  the  “last  day  for  tuition  refund”  as  listed  in 
the  Academic  Calendar  of  the  quarter  in  which  he/she  is  enrolled. 

STUDENT  HEALTH 

Any  faculty  or  professional  staff  member  may  recommend  a stu- 
dent be  referred  for  professional  evaluation  of  physical  and/or  men- 
tal health.  Physical  health  is  defined  as  being  free  of  contagious 
disease,  being  able  to  perform  motor  skills  required  in  the  curricu- 
lum the  student  has  chosen,  and  having  no  limitations  to  participate 
fully  in  all  required  learning  activities  without  directly  or  indirectly 
endangering  the  safety  of  self  and/or  others.  Mental  health  is 
defined  as  being  able  to  function  in  all  learning  environments  using 
appropriate  defense  mechanisms  to  deal  with  stressful  situations 
without  directly  or  indirectly  endangering  the  safety  of  self  and/or 
others. 

The  recommendation  of  the  faculty  or  professional  staff  member 
should  be  made  to  the  Director  of  Student  Development.  The 
recommendation  must  be  accompanied  by  documentation  to  show 
that  the  behavior  may  adversely  affect  the  student’s  continuation  in 
a program  of  study  or  may  preclude  employment  upon  completion 
of  the  program  of  study. 

If  the  Director  of  Student  Development,  in  consultation  with  an 
instructor  and/or  department  chairman/director  of  the  curriculum 
in  which  the  student  is  enrolled,  finds  that  such  evaluation  is  war- 
ranted, the  student  will  be  required  to  seek  evaluation  and  treatment 
as  recommended  or  be  subjectto  dismissal  from  school.  The  Direc- 
tor of  Student  Development,  in  consultation  with  an  instructor 
and/or  department  chairman/director  of  the  curriculum  in  which  the 
student  is  enrolled,  will  decide  if  the  student  may  continue  to  partic- 
ipate in  class  and  other  learning  experiences  during  evaluation  and 
treatment. 

Upon  recommedation  of  the  medical  and/or  mental  health  profes- 
sional in  charge  of  the  student’s  case,  the  Director  of  Student  Devel- 
opment in  consultation  with  an  instructor  and/or  department  chair- 
man/director of  thecurriculum  in  which  the  student  is  enrolled,  may 
readmit  or  decline  readmission.  If  the  student  disagrees  with  the 
recommendations  of  the  Director  of  Student  Development,  he/she 
may  appeal  to  the  President  of  the  institution.  If  the  student  dis- 
agrees with  the  recommendation  of  the  President,  he/she  may 
appeal  to  the  Board  of  T rustees  whose  action  will  be  final. 

STUDENT  ACTIVITIES 

Student  activities  offer  every  student  an  opportunity  to  make  new 
friends  and  to  help  the  academic  community  at  large.  All  student 
activities  are  assisted  and  supported  by  the  Student  Government 
Association  (SGA). 

A number  of  clubs  and  teams  have  been  organized,  and  faculty 
and  staff  serve  as  advisors  and  coaches.  No  student  will  be  excluded 
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from  membership  in  an  organization  because  of  race,  creed,  reli- 
gion, sex,  age,  color,  handicap,  or  national  origin.  Dances  and  other 
special  activities  such  as  “Ice  Cream  Busts”  and  “Field  Days”  are 
sponsored  periodically  by  the  SGA  for  the  enjoyment  of  all  RTC 
students.  Students  interested  in  forming  new  organizations  should 
consult  the  SGA  President  for  assistance. 

Student  Government  Association 

The  SGA  was  organized  and  chartered  in  1967  and  is  responsible 
for  governing  students,  assisting  in  the  execution  of  institutional 
policies,  and  maintaining  an  appropriate  image  of  RTC  in  the  com- 
munity. Every  student  who  pays  the  activity  fee  is  a member  of  the 
SGA,  which  controls  and  allocates  most  of  the  student  activity 
funds,  under  the  guidance  of  the  SGA  advisor.  The  SGA  officers  are 
elected  each  May  by  the  student  body  and  serve  during  the  next 
academic  year.  The  SGA  president  is  an  ex  officio  (non-voting) 
member  of  the  RTC  Board  of  Trustees.  TheSGA  Legislative  Council 
is  composed  of  two  representatives  from  each  curriculum.  These 
representatives  must  be  elected  by  September  30. 

Student  Organizations 

The  Afro-American  Club  was  organized  in  1973.  The  purposes  of 
the  club  are  to  improve  race  relations  and  to  create  greater  aware- 
ness of  Afro-American  heritage.  Membership  is  open  to  all  RTC 
students. 

The  Annual  Staff  produces  the  RTC  yearbook,  “The  Valiant,”  and 
is  open  to  all  interested  students. 

The  Bible  Club  is  an  organization  for  students  interested  in  Bible 
study  and  Christian  fellowship. 

The  Criminal  Justice  Club  is  designed  for  students  in  theCriminal 
Justice  curriculum  who  are  interested  in  professionalism  in  related 
careers. 

The  Data  Processing  Club  is  open  to  students  enrolled  in  Data 
Processing  classes. 

The  Gamma  Beta  Phi  is  a service  organization  of  honor  students 
who  have  a grade  point  average  of  3.5  or  better. 

The  LPN  Club  is  open  to  students  enrolled  in  the  Practical  Nurs- 
ing curriculum. 

The  Student  Nurses  Association  is  open  to  students  enrolled  in 
the  Associate  Degree  Nursing  curriculum. 

The  RTC  Business  Club  is  open  to  any  student  enrolled  in  busi- 
ness studies. 

The  Veterans  Club  is  open  to  all  RTC  students  who  are  veterans. 
The  club  keeps  its  members  posted  on  legislation  affecting  veter- 
ans. 


Sports 

Sports  at  RTC  include  a variety  of  intramural  activities.  All  stu- 
dents are  eligible  to  try  out  for  the  organized  teams  and  to  partici- 
pate in  any  athletic  activity. 
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CAMPUS  DRIVING  AND  PARKING 


Automobiles  shall  be  operated  in  a responsible  manner.  Viola- 
tions of  safe  driving  practices  will  be  dealt  with  promptly.  Regula- 
tions for  parking  on  campus  are; 

1.  Cars  must  be  parked  in  a marked  space  in  the  parking  lot. 

2.  Parking  beside  the  curb  and/or  sidewalk  is  prohibited  at  all 
times. 

3.  Parking  in  a reserved  or  designated  space  or  in  areas  posted 
with  “No  Parking”  signs  is  prohibited. 

4.  Parking  in  aspace  reserved  for  handicapped  students  is  prohib- 
ited at  all  times. 

Handicapped  students  may  obtain  special  parking  stickers  from 
the  Student  Development  department.  Vehicles  parked  in  any  of 
these  unauthorized  spaces  will  be  towed  away  at  the  owner’s 
expense.  Parking  stickers,  issued  at  registration,  are  required  on  all 
student  vehicles. 

Arrangements  have  been  made  for  students  attending  classes  at 
the  James  Nursing  Building  in  Hamlet  to  park  in  two  church  parking 
lots  located  near  the  building.  Students  are  asked  not  to  park  on  the 
street.  Details  on  the  parking  areas  can  be  obtained  from  the  ADN 
Department  Chairman  for  nursing  students  and  from  Continuing 
Education  Department  staff  for  continuing  education  students. 

TELEPHONE  CALLS 

Only  emergency  telephone  messages  will  be  given  to  students 
during  classes.  Non-emergency  messages  will  be  posted  on  the 
Student  Development  bulletin  board.  Two  pay  telephones  are  avail- 
able for  student  use.  Official  telephones  of  the  college  shall  not  be 
used  by  students  for  outgoing  calls. 

SMOKING 

Smoking  is  permitted  only  in  the  student  center  and  outside  the 
buildings.  Students  are  asked  to  observe  smoking  regulations  as  a 
courtesy  and  as  a safety  precaution  and  to  help  keep  the  campus 
clean  by  using  ashtrays  and  containers  provided. 

FOOD/BEVERAGES 

Food  and  beverages  are  permitted  only  in  the  student  center  and 
outside  the  buildings.  Students  are  expected  to  help  keep  the  cam- 
pus clean  by  using  trash  containers. 

STUDENT  LOCKERS 

Although  lockers  may  be  temporarily  assigned  for  student  use, 
the  lockers  are  the  property  of  the  college  and  are  subject  to  the 
following  regulations: 

1.  The  college  reserves  the  right  to  have  a periodic  school-wide 
inspection  of  all  lockers  for  the  purpose  of  keeping  lockers 
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clean  and  for  insuring  that  they  are  being  used  properly  and  do 
not  contain  any  dangerous  materials  that  may  affect  the  safety 
and  welfare  of  the  buildings  and  occupants. 

2.  The  college  also  reserves  the  right  to  inspect  any  given  locker 
when  the  administration  or  faculty  member  has  reasonable 
grounds  to  believe  that  a locker  contains  contraband  or  some 
illegal  substance  or  items. 

3.  The  inspection  of  lockers  will  always  be  done  jointly  by  at  least 
two  members  of  thecollege staff  orfaculty.  Further,  inspection 
of  any  single  locker  on  the  grounds  of  reasonable  suspicion 
will  always  occur  in  the  presence  of  the  student  if  possible. 

Students  are  reminded  that  the  intended  purpose  of  the  locker  is 
to  provide  a place  of  safekeeping  for  student  clothing,  books,  and 
other  personal  items.  Lockers  are  not  intended  to  be  a place  of 
safekeeping  for  food,  drink,  or  contraband  of  any  kind.  LOCKERS 
WILL  BE  CLEANED  AND  REASSIGNED  EACH  OUARTER. 

I, , hereby  accept  the 

use  of  a locker  and  combination  lock  from  Richmond  Technical 
College  without  charge  and  agree  to  use  the  locker  in  accordance 
with  regulations  adopted  by  the  Board  of  Trustees.  I hereby  give 
Richmond  Technical  College  permission  to  open  my  locker  in 
accordance  with  those  regulations. 

I agree  to  return  the  lock  and  locker  in  good  condition  upon 
termination.  I understand  that  I may  be  charged  for  damage  or  loss 
and  that  I will  not  be  properly  withdrawn  from  the  college  until  this  is 
done. 

I agreeto  use  only  locks  issued  bythe  college  and  that  other  locks 
are  subject  to  removal. 
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FINANCIAL 

INFORMATION 


The  Community  College  System  was  initiated  in  order  to  make 
post-secondary  occupational  education  readily  availabieto  all  adult 
citizens.  The  state  provides  considerable  financial  support  for  local 
institutions  which  allows  a reasonable  cost  to  the  student.  In  addi- 
tion, several  financial  aid  programs  are  available  to  assist  the  curric- 
ulum student  with  the  costs  of  post-secondary  education. 

TUITION  AND  FEES 

Tuition  is  set  by  the  State  Board  of  Community  Colleges  and  is 
subject  to  change.  Tuition  and  fees  must  be  paid  at  the  time  of 
registration.  A student  activity  fee  is  required  of  all  curriculum  stu- 
dents. This  fee  covers  admission  to  student  activities  and  accident 
insurance  coverage.  Students  who  have  been  enrolled  for  three 
consecutive  quarters  also  receive  a free  yearbook.  Diplomas  are 
furnished  to  graduates.  Caps  and  gowns  are  furnished  to  students 
free  of  charge  for  use  at  graduation  exercises.  The  only  other  costs 
to  the  student  are  the  required  books  and  materials,  which  will  vary 
according  to  the  curriculum  in  which  he/she  is  enrolled.  Nursing 
students  may  incur  other  expenses. 


Curriculum  Students 


North  Carolina 
Residents 

Tuition  per 
Quarter 

Activity  Fee 
per  Quarter 

Total  per 
Quarter 

Full-time  student 

(12  or  more  credit  hours) 

$51.00 

$6.00 

$57.00 

Part-time  Student 
(less  than 
12  credit  hours) 

Nonresidents 

$4.25 

(per 

credit  hour) 

$3.00 

(ie:  $15.75  = 
3 

credit  hours) 

Full-time  student 

(12  or  more  credit  hours) 

$255.00 

$6.00 

$261.00 

Part-time  student 
(less  than 
12  credit  hours) 

$21.25 

(per 

credit  hour) 

$3.00 

(ie:  $66.75  = 
3 

credit  hours) 
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Continuing  Education  Students 


Registration 

Other 

Type  of  Course 

Fee 

Charges 

Adult  Basic  Education 

None 

None 

Adult  High  School 

None 

Textbooks 

GED  Completion 

None 

Textbooks  - 
test  fee -$5.00 

Practical  Skills  & 

$.75  per 

Textbooks 

Avocational 

contact 

and/materials 

Courses 

hour 

Academic  and 

$10.00 

Textbooks 

Occupational 

and/or 

Courses 

materials 

Books 

Books  should  be  purchased  at  the  bookstore  during  registration. 
The  cost  of  books  generally  ranges  from  $50.00  to  $125.00  per 
quarter. 

Audit  Students 

Tuition  and  fees  for  audit  students  are  the  same  as  for  regular 
students. 

Senior  Citizens 

There  is  no  tuition  or  registration  cost  for  North  Carolina  residents 
who  are  65  years  of  age  or  older.  This  waiver  does  not  apply  to  fees. 
Enrollment  shall  be  on  a space  available  basis. 

Tutoring 

There  is  no  charge  to  the  student  for  tutoring  services. 

Learning  Laboratory  Students 

Instruction  in  the  learning  laboratory  is  free  and  there  is  no  charge 
for  the  materials  and  books  used  by  the  student  in  the  laboratory. 
However,  if  desired,  books  may  be  purchased  from  the  bookstore  by 
the  student. 


Late  Registration 

A late  registration  fee  of  $5  is  charged  to  students  registering  after 
the  primary  day  of  registration. 

Refunds 

Refunds  of  tuition  are  made  only  in  the  event  the  student  with- 
draws for  unavoidable  reasons.  In  such  cases,  two-thirds  of  the 
tuition  may  be  refunded  ifthestudentwithdraws  withinten  calendar 
days  after  the  first  day  of  classes  (as  specified  in  the  Academic 
Calendar).  The  amount  of  refund  must  be  in  excess  of  $5.00.  Deci- 
sions about  refunds  are  made  by  the  Director  of  Business  Affairs. 
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Students  requesting  a tuition  refund  must  complete  the  “Tuition 
Refund  Form.” 

FINANCIAL  ASSISTANCE 

Numerous  types  of  financial  aid  are  available  for  qualified  Rich- 
mond Technical  College  students.  Upon  acceptance  foradmission, 
students  seeking  financial  aid  should  complete  afinancial  aid  appli- 
cation and  submit  it  to  the  Financial  Aid  Officer  who  administers  the 
program  at  RTC.  Decisions  on  scholarships  and  loans  are  made  by 
the  Financial  Aid  Committee  which  selects  recipients  on  the  basis  of 
need  and  academic  ability  to  succeed.  Application  forotherformsof 
aid,  such  as  veterans’  benefits,  should  be  made  according  to  the 
information  listed  in  this  section  under  the  specific  type  of  aid.  The 
Financial  Aid  Officer,  or  any  other  member  of  the  student  services 
staff,  can  inform  the  student  seeking  financial  aid  of  the  proper 
procedure. 

Procedures  for  Financial  Assistance 

Conditions  under  which  a student  may  receive  financial  aid  at 
Richmond  Technical  College  are  as  follows: 

1 . Student  must  be  accepted  by  Richmond  Technical  College  for 
admission. 

2.  Proper  application  must  be  filed  with  the  Financial  Aid  office. 

3.  A student  must  be  maintaining  satisfactory  progress  as  out- 
lined by  the  school  policy. 

4.  A student  does  not  owe  a refund  on  grants  previously  received 
at  Richmond  Technical  College,  or  is  not  in  default  from  a 
student  loan  which  was  made  through  Richmond  Technical 
College. 

5.  A student  is  not  repeating  a course  for  which  he/she  has 
already  received  credit  without  specific  written  individual 
approval  of  the  Financial  Aid  Committee. 

6.  Student  must  be  carrying  or  planning  to  carry  at  least  six  credit 
hours. 

7.  A student  must  file  a statement  of  educational  purpose  with 
RTC,  stating  that  the  money  received  from  any  grant,  loan,  or 
loan  guarantee  will  be  used  solely  for  expenses  related  to 
attendance  or  continued  attendance  at  RTC. 

8.  Male  students  born  on  or  after  Jan.  1 , 1 960,  at  least  1 8,  and  not 
currently  a member  of  the  U.S.  Armed  Forces,  must  be  regis- 
tered with  the  Selective  Service  for  the  draft.  Male  students 
must  sign  a certification  of  Registration  with  the  Financial  Aid 
Office  and  may  be  required  to  prove  that  they  are  registered. 

Following  are  student  eligibility  requirements  for  receiving  the 
Pell  Grant,  College  Work-Study,  Vocational  Work-Study,  and  the 
Guaranteed  Student  Loan  program  through  College  Foundation: 

1.  A student  must  submit  an  application  to  the  Financial  Aid 
Officer,  Richmond  Technical  College,  showing  a full  financial 
picture  of  the  student  and/or  his/her  family.  Guaranteed  Stu- 
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dent  Loan  applicants  must  apply  directly  to  College  Founda- 
tion and  Pell  Grant  applicants  must  apply  directly  to  the  Pell 
Grant  program. 

2.  An  acceptable  form  of  need  analysis  is  required.  Acceptable 
forms  of  need  analysis  can  be  Student  Aid  Report  of  the  Pell 
Grant  or  the  financial  aid  form  from  the  College  Scholarship 
Service. 

Financial  aid  will  be  made  on  the  basis  of  need  for  the  above 
programs.  Categories  of  financial  aid  are  listed  below. 

Associate  Degree  Nursing  Grant 

Stipends  shall  be  awarded  (if  federal  funds  are  available)  to  eligi- 
ble students  who  have  been  accepted  for  enrollment  as  full-time 
students  in  the  Associate  Degree  Nursing  program.  The  stipends 
are  awarded  based  on  financial  need  with  a maximum  stipend  of 
$200.00  per  month  with  lesser  stipends  to  those  who  may  not  have  as 
much  need. 

Pell  Grant  (Formerly  the  Basic  Educational 
Opportunity  Grant  - BEOG) 

This  federal  aid  program  is  designed  to  provide  financial 
assistance forthose entering  post-high  school  educational  institutions. 
The  amount  of  a student’s  grant  is  dependent  upon  the  financial 
status  of  the  student  according  to  an  annual  congressionally 
approved  formula  adopted  for  the  program. 

Supplemental  Educational  Opportunity  Grant  - SEOG 

The  Supplemental  Educational  Opportunity  Grant  is  a federal  aid 
program  designed  for  students  with  financial  need.  Students  must 
complete  the  Financial  Aid  Form  by  the  College  Scholarship  Service 
to  be  considered  for  this  type  of  aid. 

Veterans  Benefits 

Veterans,  and  widows  and  children  of  deceased  veterans,  who  are 
planning  to  attend  RTC  should  contact  the  Veterans  Coordinator/ 
Secretary  prior  to  their  actual  enrollment  date. 

Scholarships 

Scholarships  vary  in  amount  and  availability.  Interested  students 
should  contact  the  Financial  Aid  Office  in  the  Student  Development 
department  and  fill  out  the  appropriate  application. 

Forty  and  Eight  Scholarship 

This  scholarship  has  been  established  by  the  American  Legion  to 
help  a deserving  second  year  Associate  Degree  Nursing  student. 
The  scholarship  will  cover  the  cost  of  tuition,  activity  fee,  and  books 
for  three  quarters. 
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Flora  M.  Kelly  Scholarship 

Thisscholarship  has  been  established  in  honorof  Flora  M.  Kelly  to 
help  a deserving  Practical  Nursing  student.  The  scholarship  is 
valued  at  $400.00  to  be  disbursed  equally  over  four  quarterly  pay- 
ments. 

National  LPN  Scholarship 

Scholarships  are  available  from  the  National  Licensed  Practical 
Nurses  Education  Foundation,  Inc.  Award  of  a scholarship  is  made 
by  a National  Committee  of  LPN’s. 

President’s  Scholarship 

Thisscholarship  was  established  by  thefaculty  and  staff  in  honor 
of  the  President  of  RTC.  At  the  discretion  of  the  President,  this  fund 
is  used  as  a scholarship  or  as  local  matching  funds  for  the  work- 
study  program. 

Richmond  County  Medical  Auxiliary  Scholarship 

Periodically,  the  Richmond  County  Medical  Auxiliary  provides  a 
scholarship  to  an  Associate  Degree  Nursing  student.  The  scholar- 
ship covers  tuition  and  activity  fee. 

Rockingham  Lion’s  Club 
Scholarship/Loan  Fund 

This  scholarship  pays  all  tuition,  book  and  activity  fees,  and 
necessary  technical  supplies  for  one  academic  year.  The  recipient 
of  the  scholarship  must  be  a prospective  student  with  a visual  han- 
dicap or  the  child  of  a visually  handicapped  parent.  If  there  is  no 
such  applicant  for  the  scholarship,  the  Rockingham  Lion’s  Club 
makes  these  funds  available  to  RTC  for  a student  under  the  terms 
and  conditions  established  by  the  club. 

Scotland  County  Medical  Auxiliary  Scholarship 

Periodically,  the  Scotland  County  Medical  Auxiliary  provides  a 
scholarship  to  an  Associate  Degree  Nursing  student.  The  scholar- 
ship covers  tuition  and  activity  fee. 

Wachovia  Technical  Scholarship 

The  scholarship  is  awarded  to  a full-time  student  in  the  second 
year  of  a two-year  program.  The  scholarship  is  awarded  on  satisfac- 
tory evidence  of  financial  need,  scholastic  promise,  and  prior  per- 
formance at  the  institution.  Each  student’s  performance  during  the 
first  year  of  enrollment  is  a criterion  of  selection.  These  scholarships 
are  used  for  books,  tuition,  and  transportation.  The  scholarship  is 
valued  at  $500  and  payment  of  the  scholarship  is  made  in  three 
quarterly  payments. 

Work  Scholarships 

This  scholarship  is  awarded  to  second-year  students  on  the  basis 
of  academic  achievement  and  expressed  need.  The  work  scholar- 
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ship  recipients  will  be  assigned  worthwhile  duties  on  campus  which 
will  give  them  on-the-job  training  related  to  his/her  curriculum. 
Recipients  will  be  assigned  to  supervisors  who  closely  evaluate  the 
work  performed  and  the  level  of  performance.  Thequalifications  are 
as  follows; 

1 . A student  must  be  a full-time  student  in  his/her  second  year  of 
attendance  at  RTC  or  2nd  quarter  of  a one  year  curriculum. 

2.  A minimum  of  a 2.0  grade  point  average  is  required  of  all 
students  applying. 

Loan  Funds 

Local,  state,  and  national  loan  funds  are  available  for  students 
who  meet  the  necessary  criteria.  Unless  otherwise  specified,  stu- 
dents seeking  a loan  should  contact  the  Financial  Aid  Officer. 

James  E.  and  Mary  Z.  Bryan  Foundation,  Inc. 

This  foundation,  administered  by  College  Foundation,  Inc.,  pro- 
vides loans  to  students.  Application  procedures,  terms,  and  condi- 
tions are  similarto  those  of  loans  made  directly  by  College  Founda- 
tion. 


College  Foundation 

Participating  North  Carolina  banks  and  life  insurance  companies 
provide  funds  for  loans  to  cover  educational  expenses  for  one  year 
atatime,  includingtuition,  books,  and  activity  fee,  plusan  allowance 
for  necessary  travel  and  living  expenses.  These  loans  are  available 
to  any  North  Carolina  resident  under  terms  and  conditions  set  by  the 
College  Foundation  and  federal  guidelines  forthe  Guaranteed  Stu- 
dent Loan  Program. 

Human  Resources  Educational  Loan  Program 

Funds  are  available  up  to  $1500  for  students  in  the  second  year  of 
the  Associate  Degree  Nursing  Program.  A personal  interview  is 
required  priorto  application.  Students  should  contact:  Educational 
Loan  Program,  P.C.  Box  12200,  Raleigh,  NC  27605,  in  early 
December  of  the  freshman  year  for  an  appointment  for  considera- 
tion of  the  loan  for  the  sophomore  year.  Licensed  Practical  Nurses 
who  qualify  may  be  eligible  for  funds  the  first  year  of  the  ADN 
program. 

Frances  Peden  Alumnae  Loan  Fund 

Available  only  to  Practical  Nursing  students,  loans  from  this  fund 
covertuition,  book  costs,  and  activity  fees.  This  loan  must  be  repaid, 
through  the  RTC  Business  Cffice,  within  one  year  after  graduation. 

State  Board  of  Education  Loan  Fund 

Through  the  State  Board  of  Education  Loan  Fund  for  Vocational 
and  Technical  Education,  a student  may  borrow  up  to  $300  per  year. 
The  interest  rate,  at  3V2  percent  per  year,  begins  one  year  after  the 
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borrower  ceases  to  be  a full-time  student.  The  loan  must  be  repaid  in 
five  years. 

Vocational  Rehabilitation 

Students  with  physical  disabilities  which  constitute  vocational 
handicaps  are  eligible  for  scholarships  from  the  Division  of  Voca- 
tional Rehabilitation.  The  nearest  Vocational  Rehabilitation  district 
office  can  supply  full  details  on  these  scholarships. 

Work-Study  Program 

This  program  provides,  when  available,  jobs  on  campus  at  an 
hourly  rate.  During  the  academic  year,  work-study  employment  is 
limited  to  a certain  number  of  hours  per  week.  For  the  student 
needing  expenses  for  the  coming  year,  but  not  enrolled  during  the 
summer  quarter,  special  programs  may  be  available  which  would 
provide  summer  employment  for  up  to  40  hours  per  week.  Employ- 
ment in  the  work-study  program  is  also  limited  to  available  funds. 
Funding  of  the  program  is  based  on  contributions  from  local  sour- 
ces, matched  four  to  one  by  the  federal  government.  The  following 
civic  clubs  have  madecontributionsto  the  work-study  fund  in  lieu  of 
establishing  scholarships  or  loans: 

1.  Rockingham  Civitan  Club 

2.  Laurinburg  Pilot  Club 

A financial  need  analysis  (CSS  Financial  Aid  Form)  must  be  sub- 
mitted along  with  an  application  for  aid  to  the  Financial  Aid  Office. 
Applications  are  reviewed  on  August  1 for  each  new  school  year.  At 
that  time,  students  who  have  completed  work-study  applications 
and  need  analyses  will  be  ranked  according  to  need  and  assigned 
jobs  accordingly.  The  Financial  Aid  Officerdetermines  which  appli- 
cants may  receive  work-study  aid. 

Satisfactory  Academic  Progress  for  Title  IV 
and  Institutional  Financial  Aid 

A student  receiving  financial  aid  who  does  not  maintain  satisfactory 
progress  shall  be  placed  on  probation  for  one  quarter  to  raise 
his/her  GPA  to  the  acceptable  minimum  for  hours  attempted  as 
outlined  below  in  the  Satisfactory  Progress  Scale.  Such  a student 
shall  continue  to  receive  financial  aid  for  that  one  quarter.  At  the  end 
of  one  quarter  of  probation,  if  the  student  has  not  achieved  a satis- 
factory GPA,  financial  aid  shall  be  terminated.  To  restore  the  finan- 
cial aid  award,  the  student  must  enroll  and  continue  in  a curriculum 
until  his/her  GPA  has  increased  to  the  acceptable  minimum  as 
outlined  below.  During  this  time,  the  student  shall  receive  no  finan- 
cial aid. 

Satisfactory  Academic  Progress  Scaie 

Each  student  receiving  financial  aid  shall  maintain  satisfactory 
progress  toward  completion  of  requirements  for  a degree  or 
diploma.  To  make  satisfactory  academic  progress,  a student  enrolled 
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at  Richmond  Technical  College  must  maintain  the  following  min- 
imum grade  point  average: 


TWO-YEAR  PROGRAM  ONE-YEAR  PROGRAM 


Credit  Hours  Attempted 

GPA 

Credit  Hours  Attempted 

GPA 

0-18 

1.20 

0-18 

1.20 

19-27 

1.40 

19-36 

1.50 

38-57 

1.55 

37-57 

1.80 

58-76 

1.70 

58  or  more 

2.00 

77-95 

1.85 

96  or  more 

2.00 

Additional  financial  aid  requirements;  (NOTE:  Requirement  num- 
ber six  shall  not  pertain  to  students  enrolled  in  the  remedial  pro- 
gram. All  other  requirements  shall  pertain  to  students  enrolled  in  the 
remedial  program.) 

1.  A student  who  enrolls  and  either  fails  or  withdraws  from  all 
classes  shall  be  determined  not  to  have  made  satisfactory 
progress. 

2.  A student  who  enrolls  for  any  course(s)  not  required  as  credit 
toward  graduation  from  that  student’s  chosen  curriculum  shall 
not  receive  financial  aid  for  that  course(s).  A student  who 
enrolls  in  a course(s)  that  he/she  has  already  passed  shall  not 
receive  financial  aid  for  that  course(s).  (A  course  is  considered 
to  have  been  passed  with  a grade  of  “D”). 

3.  A grade  of  “I”  given  for  incomplete  work  (0  grade  points)  shall 
be  computed  with  thetotal  credit  hours  attempted  to  determine 
if  a student  is  making  satisfactory  progress.  The  grade  point 
average  shall  be  recomputed  once  the  “I”  has  been  removed. 

4.  A student  enrolled  in  the  remedial  program  of  study  shall  main- 
tain satisfactory  academic  progress  as  outlined  for  a one-year 
program  and  shall  complete  all  remedial  requirements  in  four 
equivalent  quarters  or  less. 

5.  At  the  end  of  each  quarter,  the  student  must  have  successfully 
completed  (“D”  or  above)  at  least  fifty  percent  (50%)  of  the 
credit  hours  for  which  he/she  enrolled  to  be  eligible  for  finan- 
cial aid. 

6.  A student  who  does  not  complete  his/her  program  of  study  in 
the  number  of  quarters  prescribed  in  the  catalog,  may  con- 
tinue, if  otherwise  eligible,  to  receive  financial  aid.  However, 
the  additional  time  allowed  cannot  exceed  1.50  times  the 
numberof  quarters  required  in  thestudent’s  program  adjusted 
by  the  amount  of  financial  aid  received  (full-time,  three-quarter 
time,  one-half  time).  Rules  of  rounding  shall  be  observed  only 
in  the  computations  of  the  total  equivalent  quarters  of  eligibil- 
ity. 

The  maximum  equivalent  quarters  for  programs  shall  be: 

4 quarter  program  4 x 1.5  = 6 equivalent  quarters 

6 quarter  program  6 x 1.5  = 9 equivalent  quarters 

7 quarter  program  7 x 1.5  = 11  equivalent  quarters 

(rounded) 
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As  an  example,  a student  in  a six-quarter  program  attends  as 
follows: 

Full-time  attendance  100%x2qtrs=2  full-time  equivalent  qtrs 
% time  attendance  75%  x 5 qtrs  = 3.75  full-time  equivalent  qtrs 

Vi  time  attendance  50%  x 3 qtrs  = 1.5  full-time  equivalent  qtrs 

7.25  full-time  equivalent  qtrs 

9.00  total  full-time  qtrs  of  eligibility 
(minus) -7.25  total  equivalent  qtrs  of  attendance 

1.75  equivalent  qtrs  of  remaining  eligibility 

7.  A student  not  completing  all  of  the  requirements  forgraduation 
during  the  additional  time  period  as  outlined  in  number  six 
above  shall  be  ineligible  to  continue  receiving  financial  aid  for 
that  particular  program. 

Satisfactory  Academic  Progress  Appeal 
for  Title  IV  and  Institutional  Financial  Aid 

1 . The  Financial  Aid  Officer  shall  inform  a student  in  person  or  by 
mail  of  his/her  termination  from  financial  aid  and  of  his/her 
right  of  appeal. 

2.  Should  a student  desire  to  appeal  his/her  termination  from 
financial  aid,  a written  request  must  be  submitted  to  the  Finan- 
cial Aid  committee  within  five  business  days  of  the  date  of  the 
letter  informing  the  student  of  his/her  termination  from  finan- 
cial aid.  The  student  must  appear  before  the  Committee  and 
provide  a basis  for  his/her  appeal. 

3.  Should  the  Financial  Aid  Committee  deny  the  student’s  appeal, 
the  student  may  then  appeal  to  the  President  of  the  College. 
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ACADEMIC  POLICIES 


Richmond  Technical  College  is  committed  to  the  fullest  possible 
development  of  the  potential  in  each  student.  The  academic  policies 
and  regulations  described  on  the  following  pages  are  directed 
toward  this  objective.  Each  student  is  responsible  for  his/her  famil- 
iarization with  these  policies  and  is  expected  to  meet  all  require- 
ments and  regulations. 

SPECIAL  POLICIES 

PNE  and  ADN  Progression  Policy 

Students  enrolled  in  the  PNE  or  ADN  curriculum  must  obtain  a 
minimum  grade  of  “C”  in  each  major  course*  to  progress  in  the 
nursing  curriculum.  A quality  point  average  of  2.0  is  required  for  a 
student  to  remain  in  the  nursing  program  and  for  graduation.  If  the 
QPA  of  2.0  is  not  achieved  the  ADN  student  must  take  a reduced 
load  until  a 2.0  is  achieved.  Because  of  North  Carolina  Board  of 
Nursing  Policy,  a reduced  load  is  not  applicable  for  LPN  students. 

Calculation  of  QPA’s  are  limited  to  required  courses  in  the  PNE  or 
ADN  curriculum.  Courses  taken  outside  the  PNEor  ADN  curriculum 
are  not  considered  part  of  the  program  QPA. 

Readmission  to  the  nursing  sequence  will  be  in  accordance  with 
readmission  policies  on  a space  available  basis. 

* Major  courses  for  the  nursing  curricula  are  those  with  NUR,  BIO, 
CHM,  NUT,  and  SCI  prefixes  and  PSY  120. 

PNE  and  ADN  Dismissal  Policy 

The  PNE  and  ADN  faculty  reserves  the  right  to  dismiss  a student 
from  the  nursing  programs  for  the  following  reasons: 

A.  Infraction  of  health  agency  policies  while  on  affiliation  in  that 
agency. 

B.  Negligent  acts  that  result  in  harm  to  a patient. 

C.  Behavior  which  impairs  clinical  judgment,  requires  an  inordi- 
nate amount  of  instructor  time  in  judgement  of  program 
Director,  or  conflicts  with  safety  essential  to  nursing  practice. 

D.  Violation  of  the  patient’s  right  to  privacy  by  not  protecting 
information  of  a confidential  nature. 

A failure  in  clinical  judgment  or  conflict  with  safety  essential  to 
nursing  practice  is  defined  as  a failure  to  assess  or  act  appropriately 
on  information  that  a majority  of  students  at  the  same  level  would 
recognize  as  important  to  patient  health  and  safety. 

Any  student  who  is  recommended  for  dismissal  from  a nursing 
program  will  have  a conference  with  the  instructor  and  ADN  or  PNE 
Director  to  discuss  the  reason  (s)  for  dismissal.  The  student  will  also 
receive  a letter  stating  the  reason(s).  If  the  student  disagrees  with 
the  dismissal  he/she  should  contact  the  Director  of  Student  Devel- 
opment. The  Director  of  Student  development,  in  consultation  with 
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the  Director  of  the  PNE  or  ADN  program  will  make  a recommenda- 
tion to  readmit  or  decline  readmission.  If  the  student  disagrees  with 
the  recommendation  of  the  Director  of  Student  Development  he/she 
may  appeal  to  the  President  of  the  institution.  If  the  student  dis- 
agrees with  the  recommendations  of  the  President,  an  appeal  may 
be  made  to  the  Board  of  Trustees  whose  action  will  be  final. 

CLASS  ATTENDANCE 

Regular  attendance  is  considered  essential  to  realize  course 
objectives.  Therefore,  students  are  expected  to  attend  all  scheduled 
classes  for  which  they  are  registered.  A student  is  expected  to 
inform  his/her  instructors  of  any  anticipated  absences  from  class. 
Should  prior  notice  to  the  instructor  be  impossible,  the  student  is 
expected  to  explain  his/her  absence  when  he/she  returns  to  class. 

A student  may  accumulate  three  unexcused  absences  during 
each  course  each  quarter.  When  a student  receives  a fourth  unex- 
cused absenceorafourth  absence  forwhich  the  reason  isunknown, 
the  instructor  will  turn  in  a Withdrawal  Notice  to  the  Student  Deve- 
lopment office.  The  instructor  determines  whether  absences  are 
excused  or  unexcused.  The  Director  of  Student  Development  will 
inform  the  student,  by  mail,  of  his/her  withdrawal  from  class  and 
his/her  right  of  appeal.  If  the  student  should  desire  to  appeal  his/her 
withdrawal  before  the  Student  Appeals  Committee,  he/she  must 
submit  a written  request  to  the  Director  of  Student  Development. 
This  request  must  be  submitted  within  a week  of  the  date  in  the 
heading  of  the  letter  informing  him/her  of  his/her  withdrawal  from 
class.  The  student  must  be  prepared  to  support  his/her  appeal  with 
written  proof  of  the  excusable  causes  of  absence  at  the  meeting  of 
the  Student  Appeals  Committee  on  the  date  assigned  by  the  Direc- 
tor of  Student  Development.  Once  a Withdrawal  Notice  has  been 
submitted,  the  student  can  be  readmitted  to  class  only  through 
action  of  the  Student  Appeals  Committee.  Once  he/she  has  submit- 
ted a written  appeal,  the  student  will  be  allowed  to  monitor  the 
course  until  the  Student  Appeals  Committee  makes  a decision. 

If  the  student  who  has  been  dropped  from  class  does  not  appeal  or 
if  his/her  appeal  is  not  upheld  by  the  Student  Appeals  Committee, 
he/she  will  receive  the  grade  of  “W/U.”  “W/U”  grades  will  count  as 
attempted  courses. 

TESTS  AND  EXAMINATIONS 

Tests  are  given  frequently  during  each  quarter.  Final  examina- 
tions are  given  at  the  end  of  each  quarter. 

PROFICIENCY  TESTS 

Proficiency  tests  providea  means  forearning  credit  towards  grad- 
uation. The  student  may,  by  written  application  to  his/her  advisor, 
request  to  be  tested  in  courses  approved  for  proficiency  in  which 
he/she  exhibits  evidence  of  proficiency.  Proficiency  Test  Request 
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forms  may  be  obtained  from  the  Student  Development  department. 
A faculty  member  will  be  designated  to  interview  the  student  to 
determine  if  he/she  possesses  sufficient  knowledge  to  proceed  with 
testing.  If  the  student  exhibits  such  proficiency,  he/she  will  be 
approved  by  the  Director  of  Curriculum  Programs  and  the  testing 
will  proceed. 

If  the  student  successfully  completes  the  proficiency  test,  it  is 
his/her  responsibility  to  register  for  the  course  at  the  next  registra- 
tion period  and  pay  the  appropriate  tuition  and  fees.  This  isthe  only 
means  by  which  the  student’s  transcript  can  be  marked  to  show 
earned  credit  for  such  a course.  No  more  than  15  quarter  credit 
hours  can  be  earned  through  proficiency  tests. 

WITHDRAWAL 

A student  may  withdraw  from  a course  or  from  RTC  anytime 
during  the  quarter  (excluding  exam  days).  In  order  to  properly 
withdraw  from  a course,  the  student  must: 

1.  Discuss  withdrawal  with  the  instructor  involved  and  with  a 
counselor. 

2.  Obtain  a Withdrawal  Form  from  a counselor. 

3.  Have  Withdrawal  Form  signed  by  the  class  instructorand  advi- 
sor. 

4.  Turn  Withdrawal  Form  in  to  the  Student  Development  office. 
Failure  to  follow  withdrawal  procedure  will  result  in  a grade  of 

“W/U”  (Withdrawal/Unsatisfactory)  in  the  courses  from  which  the 
student  is  withdrawn.  These  courses  count  as  attempted  courses. 

MID-TERM  PROGRESS  REPORTS 

Mid-term  progress  reports  are  sent  to  students  whose  grade(s)  at 
mid-quarter  is  65  or  below. 

GRADE  POLICY 

Final  grades  are  given  at  the  end  of  each  quarter,  based  on  the 
following  system: 


Grade 

Grade 

Meaning 

Grade 

Number 

Grade 

Points 

A 

Excellent 

90-100 

4 

B 

Above  Average 

80-89 

3 

C 

Average 

70-79 

2 

D 

Passing 

60-69 

1 

F 

Failure 

Below  60 

0 

1 

Incomplete 

N/A 

W 

Withdrew  prior  to  last  ten 
school  days  of  quarter 

N/A 

W/U 

Withdrew  Unsatisfactorily 

0 

p 

Passed  by  proficiency 

N/A 

AU 

Audit 

N/A 
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A grade  of  “I”  given  for  incomplete  work  at  the  end  of  a quarter 
must  be  removed  by  making  up  the  work  during  the  first  six  weeks  of 
the  next  quarter.  Failure  to  do  so  will  result  in  the  “I”  grade  being 
converted  to  a grade  of  “F.” 

Students  in  the  Personal  Achievement  curriculum  and  advance- 
ment mathematics  courses  who  receive  “I”  grades  for  incomplete 
work  are  given  the  entire  subsequent  quarter  to  complete  the  neces- 
sary work  to  remove  the  “I”  grade.  The  student,  however,  must  enroll 
in  the  same  course  the  next  quarter  and  satisfactorily  complete  the 
necessary  course  work. 

A student  who  voluntarily  withdraws  from  a course  or  from  school 
anytime  during  the  quarter,  except  the  last  ten  school  days  of  the 
quarter,  will  receive  a grade  of  “W.”  A course  for  which  a “W”  grade  is 
given  will  not  count  as  an  attempted  course. 

If  a student  is  dropped  due  to  excessive  unexcused  absences,  or 
disciplinary  action,  or  if  a student  withdraws  for  avoidable  reasons 
during  the  last  ten  school  days  of  the  quarter  excluding  the  examina- 
tion days,  the  student  will  receive  a grade  of  “W/U.”  A course  for 
which  a grade  of  “W/U”  is  given  will  count  as  an  attempted  course. 

During  the  last  ten  school  days  of  a quarter,  excluding  examina- 
tion days,  if  a student  withdraws  from  a course  or  from  school  for  an 
unavoidable  reason,  e.g.,  illness,  the  student  will  receive  a grade  of 
“W.”  A course  for  which  a grade  of  “W”  is  given  in  this  circumstance 
will  not  count  as  an  attempted  course. 

When  a course  is  repeated,  both  grades  will  remain  on  the  stu- 
dent’s permanent  record.  However,  only  the  higher  grade  will  be 
counted  in  determining  the  hours  earned  and  the  grade  point  aver- 
age. 


The  grade  point  average  (GPA)  is  a way  to  give  objective  value  to 
grades  on  courses  that  have  different  hours. 


Step  2. 

List  quarter  credit  hours  for  each  course;  then  total  them. 

Quarter  Credit  Hours 


Grade  Point  Average 


Course 
EGR  100R 
ENG  101 
DFT  101 
MAT  101 


Grade 

A 

B 

C 

D 


5 

3 

2 

5 


Total  15 
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step  3. 

List  grade  points  earned  by  grade  in  each  course  (A-4,  B-3,  C-2, 
D-1). 

Grade  Points 
4 
3 
2 
1 

Step  4. 

Multiply  credit  hours  in  each  course  by  quality  points  earned  by 
each  grade.  Add  these  results. 

Total  Grade  Points 
5 X 4 = 20 
3x3=  9 
2x2=  4 
5x1=^ 

Total  38 

Step  5. 

Divide  total  grade  points  by  total  number  of  credit  hours  to  get 
your  GRADE  POINT  AVERAGE. 

38  7 15  hours  = 2.53  GPA 

ACADEMIC  RESTRICTION 

A student  whose  Grade  Point  Average  at  the  end  of  the  quarter  is 
less  than  2.00  may  be  placed  on  academic  restriction  which  limits 
the  number  of  courses  he/she  can  take,  until  his/her  GPA  reaches 
the  required  minimum.  If  a student’s  GPA  is  less  than  2.0,  a notation 
is  made  on  his  quarterly  grade  report. 

ACADEMIC  ACHIEVEMENT 

Academic  achievement  at  RTC  is  recognized  by  the  quarterly 
publication  of  the  Dean’s  List  and  by  special  recognition  of  aca- 
demic honors  at  graduation. 

Dean’s  List 

The  Dean’s  List,  published  attheend  of  each  quarter,  includes  the 
names  of  students  who  attain  a minimum  grade  point  average  of  3.0 
and  earn  no  letter  grade  lower  than  a “C”  while  carrying  12  or  more 
quarter  hours.  The  Dean’s  List  also  identifies  those  students  who 
earn  an  “A”  in  all  courses.  A news  release  is  also  forwarded  to  the 
hometown  newspaper  and  radio  stations  of  those  students  named  to 
the  Dean’s  List. 


Graduation  with  Honors 

A graduating  student  who  has  earned  a quality  point  average  of 
3.0  with  no  letter  grade  of  less  than  a “C”  will  be  graduated  with 
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honors.  A student  having  a grade  point  average  of  3.5,  with  no  grade 
less  than  a “C”,  will  be  graduated  with  high  honors. 

TRANSFERRING  TO  ANOTHER  CURRICULUM 

Transfer  to  another  curriculum  within  the  institution  is  accom- 
plished by  completing  a “Request  for  Change  in  Curriculum  Pro- 
gram” form.  When  a student  changes  curriculum  within  the  institu- 
tion, ail  grades  will  transfer  grade  for  grade  if  subject,  content,  and 
course  length  are  comparable.  A student  who  wishes  to  change 
curriculum  should  see  a counselor. 

TRANSFERRING  TO  ANOTHER  SCHOOL 

Students  wishing  to  transfer  from  RTC  to  another  school  should 
refer  to  that  school’s  catalog  for  transfer  information.  If  a transcript 
of  course  work  completed  at  RTC  is  required  by  the  other  institution, 
it  will  be  provided  when  the  student  submits  a “Transcript  Request 
Form”  or  a written  approval  for  release  of  the  transcript.  All  accounts 
with  RTC  must  be  settled  before  a transcript  will  be  furnished  to 
another  institution. 

The  Associate  of  Applied  Science  Degree  from  Richmond  Tech- 
nical College  is  acceptable  for  junior  status  in  four  of  the  public 
universities  in  North  Carolina.  In  addition,  a number  of  private  insti- 
tutions will  accept  this  degree.  In  both  the  public  and  private  sector, 
the  college  has  a number  of  individual  institutional  and  program 
arrangements  for  transfer  of  credits.  In  some  cases  these  arrrange- 
ments  are  on  a course  by  course  basis  or  for  a particular  program.  As 
examples,  Appalachian  State  University  will  accept  a number  of 
different  associate  degrees  for  the  Bachelor  of  Technology  degree 
program:  Pembroke  State  accepts  the  Applied  Science  degree  pro- 
gram in  Business:  UNC-Charlotte  will  accept  Electronics  Engineer- 
ing Technology,  the  Mechanical  Drafting  & Design  Technology,  and 
Criminal  Justice:  and  Western  Carolina  University  has  a number  of 
agreements  with  RTC  encompassing  the  ADN  and  other  associate 
degree  programs.  These  agreements  will  continue  to  be  expanded 
to  provide  the  option  of  advanced  study  to  RTC  students.  Check 
with  one  of  the  counselors  for  further  information  regarding  transfer 
opportunities. 

REQUIREMENTS  FOR  GRADUATION 

Those  students  not  continuously  enrolled  are  required  to  meet  the 
graduation  requirements  of  the  catalog  that  is  current  at  the  time  of 
re-enrollment.  (Another  option  available  to  students  not  contin- 
uously enrolled  is  that  they  may  graduate  under  the  most  previous 
catalog.  However  if  the  student  chooses  this  option,  he/she  must 
discuss  his/her  intentions  with  the  Registrar  and  submit  his/her 
intentions  to  the  Registrar  in  writing  at  the  time  of  his/her  re- 
enrollment, however  the  College  is  not  obligated  to  offer  courses 
not  listed  in  the  current  catalog.) 
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DEGREES,  DIPLOMAS,  AND  CERTIFICATES 

The  Board  of  Trustees  of  Richmond  Technical  College,  underthe 
authority  of  the  State  Board  of  Community  Colleges,  is  authorized 
to  award  the  following  degrees,  diplomas,  and  certificates: 

1.  An  Associate  in  Applied  Science  Degree  is  awarded  for  suc- 
cessful completion  of  any  technical  curriculum. 

2.  An  Associate  Degree  in  General  Education  is  awarded  for 
successful  completion  of  the  General  Education  curriculum. 

3.  A diploma  is  awarded  for  successful  completion  of  any  voca- 
tional curriculum  more  than  three  academic  quarters  in  length. 

4.  A diploma  is  awarded  for  successful  completion  of  a technical 
specialty  program  of  four  quarters  in  length. 

5.  A certificate  is  awarded  for  successful  completion  of  programs 
of  one  or  more  quarters  in  length. 

TRANSCRIPTS 

A record  of  academic  credit  earned  at  Richmond  Technical  Col- 
lege will  besentto  any  school  or  prospective  employer  if  the  student 
requesting  the  transcript  submits  a Transcript  Request  Form  or  a 
written  approval  for  release  of  the  transcript  to  the  Registrar.  Stu- 
dents may  also  leave  the  form  or  written  release  on  file  with  the 
college  for  future  requests.  All  of  the  student’s  accounts  with  Rich- 
mond Technical  College  must  be  satisfactorily  settled  before  the 
college  will  send  a transcript.  The  registrar’s  office  requires  a 24- 
hour  notice  of  the  request. 
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ADMISSIONS 


Richmond  Technical  College  is  firmly  committed  to  the  “Open 
Door”  policy  of  the  North  Carolina  Community  College  System. 
This  policy  states  that  all  persons,  18  years  of  age  or  older,  regard- 
less of  race,  creed,  color,  sex,  handicap,  or  national  origin,  who  can 
profit  from  instruction  at  Richmond  Technical  College,  shall  be 
admitted  to  the  col  lege  provided  space  is  available.  Persons  between 
16and  ISyearsof  age  who  havespecial  needs  may  be  admitted  with 
the  approval  of  the  local  school  superintendent  and  parents  or 
guardian.  Richmond  Technical  College  has  a dual  enrollment 
agreement  with  the  Richmond  and  Scotland  County  Boards  of  Edu- 
cation. For  more  information  about  this  policy  contact  a counselor 
in  Student  Development. 

ADMISSION  TO  CURRICULA 

To  apply  for  admission  to  any  Richmond  Technical  College  (RTC) 
degree,  diploma,  or  certificate  curriculum,  the  applicant  should: 

1.  Complete  and  submit  an  application  for  admission  to  RTC.  An 
application  for  your  use  is  in  the  back  of  the  catalog. 

2.  Make  arrangements  for  a copy  of  the  high  school  transcript,  or 
GED  equivalent,  to  be  sent  to  RTC  along  with  transcripts  from 
any  other  post  secondary  schools  attended. 

3.  Prospective  students  are  required  to  take  mathematics,  verbal 
and  reading  placement  tests.  Since  placement  tests  at  RTC 
measure  performance  in  mathematics,  verbal,  and  reading 
basic  skills,  students  are  made  aware  of  any  deficiencies  in 
these  areas.  Should  a student  need  remediation  in  these  skills, 
appropriate  courses  are  provided.  The  purpose  of  the  testing  is 
to  assure  reasonable  probability  of  success  in  the  program 
selected  by  the  student.  Results  of  tests  do  not  affect  eligibility 
for  admission.  Students  who  are  considering  careers  in  pro- 
grams with  a strong  orientation  toward  mathematics  or  English 
are  advised  of  their  current  status  in  both  of  these  areas.  Two 
curricula  - Associate  Degree  Nursing  and  Practical  Nursing 
-havespecial  admission  requirements. 

4.  Applicants  who  hold  a bachelor’s  degree  or  higher  are  not 
required  to  take  the  placement  tests. 

5.  Return  to  the  RTC  campus  at  a designated  time  for  an  interview 
with  a counselor. 

Technical  and  General  Education  Curricula 

The  college  offers  nine  technical  and  the  General  Education  cur- 
ricula leading  to  an  Associate  Degree. 

The  college  also  offers  one  technical  specialty  curriculum  leading 
to  a diploma.  Applicants  to  any  of  these  curricula  must  be  high 
school  graduates  or  the  equivalent. 
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Vocational  Curricula 


The  college  offers  twelve  vocational  curricula  leading  to  a 
diploma.  Applicants  for  admission  to  these  curricula  should  be  high 
school  graduates  or  the  equivalent;  however,  consideration  will  be 
given  to  those  who  are  not  high  school  graduates. 

Practical  Nursing 

Specific  admission  requirements  to  the  Practical  Nursing  pro- 
gram, in  addition  to  those  required  for  college  admission  will  be 
provided  upon  request  by  the  Director  of  Student  Development. 
Student  policies  will  be  provided  to  the  student  upon  admission  to 
the  Practical  Nursing  Program. 

Associate  Degree  Nursing 

Specific  admission  requirementstothe  Associate  DegreeNursing 
Program,  in  addition  to  those  required  for  college  admission  will  be 
provided  upon  request  by  the  ADN  Director  or  Director  of  Student 
Development.  Student  policies  will  be  provided  to  the  student  upon 
admission  to  the  Associate  Degree  Nursing  Program. 

Personal  Achievement  Curriculum 

Students  in  need  of  extra  instruction  in  reading,  English,  and/or 
mathematics  may  be  required  to  enroll  in  the  Personal  Achievement 
curriculum  prior  to  entering  the  curriculum  of  their  choice. 

Foreign  Students 

In  addition  to  the  regular  admission  procedures,  applicants  from 
foreign  countries  are  required  to  submit  proof  of  proficiency  in  the 
use  of  the  English  language.  Foreign  applicants  must  also  submit 
proof  of  sufficient  financial  resources  for  one  year  of  school  to  the 
registrar.  Foreign  applicants  may  be  sponsored  by  a local  U.S. 
citizen  approved  by  Richmond  Technical  College. 

SPECIAL  STUDENT 

A student  who  has  not  decided  on  a particular  curriculum  or  who 
does  not  wish  to  pursue  a degree  or  diploma  may  enroll  as  a “special 
student.”  Such  students  may  take  up  to  15  quarter  credit  hours 
without  declaring  a curriculum.  The  “special  student”  status  does 
not  permit  a student  to  take  a course  without  having  first  taken  and 
passed  the  prerequisite.  (An  exception  may  be  made  when  approved 
by  the  instructor  of  the  course  and  the  Director  of  Student  Develop- 
ment.) All  work  satisfactorily  completed  by  the  “special  student”  will 
be  accepted  as  credit  toward  graduation.  However,  the  “special 
student”  status  does  not  change  the  student’s  graduation  require- 
ments which  include  the  need  to  satisfactorily  complete  all  required 
courses  in  his/her  curriculum  and  maintain  an  overall  2.0  grade 
average.  Veterans  seeking  educational  benefits  or  students  seeking 
financial  aid  are  not  permitted  to  enroll  as  “special  students.” 
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AUDIT 


Students  who  wish  to  audit  courses  must  register  and  pay  for  such 
courses.  Audit  students  do  not  receive  credit  and  are  encouraged, 
but  not  required,  to  attend  class,  participate  in  discussions,  and  take 
examinations. 

TRANSFER  OF  CREDIT 

Students  may  transfer  credit  earned  at  other  accredited  post-high 
school  institutions.  The  Registrar  and  the  appropriate  instructors 
will  review  official  transcripts  and  make  a determination  as  to  what 
courses  may  transfer.  Where  subject,  content,  and  length  of  course 
are  comparable,  and  a grade  of  “C”  or  above  was  attained,  transfer 
credit  will  be  allowed.  Credit  may  be  accepted  only  from  accredited 
programs  or  institutions.  The  Richmond  Technical  College  tran- 
script will  show  courses  accepted  for  transfer  but  will  show  neither  a 
grade  earned  nor  grade  points.  T ransfer  students  working  toward  an 
Associate  Degree  must  spend  at  least  two  consecutive  academic 
quarters  as  students  at  Richmond  Technical  College.  To  receive 
transfer  credit,  nursing  courses  in  the  Associate  Degree  Nursing 
and  Practical  Nursing  curricula  must  have  been  completed  within 
five  years  of  completion  of  the  ADN  or  PN  program. 

Students  may  transfer  credit  earned  at  RTC  between  curriculum 
programs  when  subject,  content,  and  length  of  course  are  compar- 
able, and  when  approved  by  the  Registrar  and  the  appropriate 
instructor.  Courses  will  transfer  grade  for  grade  and  all  grades 
earned  will  be  used  in  computing  the  grade  point  average.  No 
transfer  credit  is  permitted  for  courses  completed  by  proficiency  at 
other  institutions. 


REGISTRATION 

New  students  may  register  for  classes  on  registration  day  (the  day 
before  classes  start).  Registration  dates  are  specified  in  the  Aca- 
demic Calendar.  On  registration  day  each  student  confers  with 
his/her  assigned  advisor,  fills  out  the  necessary  registration  forms, 
pays  tuition  and  activity  fees,  and  purchases  books  and  supplies. 
Students  are  expected  to  attend  any  scheduled  classes  on  the  first 
day  of  classes.  A student  who  cannot  register  on  the  primary  regis- 
tration day  may  be  permitted  late  registration  on  the  first  or  second 
day  of  scheduled  classes.  In  this  case,  however,  the  student  will  be 
charged  a late  fee  of  $5.  Currently  enrolled  students  may  pre- 
register for  classes  prior  to  the  regular  registration  period.  The  dates 
for  pre-registration  are  listed  in  the  Academic  Calendar. 

READMISSION 

A student  who  withdraws  from  Richmond  Technical  College  in 
good  standing  is  permitted  to  reenterthe  institution  atthe  beginning 
of  any  subsequent  quarter.  However,  a student  dismissed  from  the 
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college  for  medical  or  disciplinary  reasons  may  be  readmitted  only 
through  authorization  of  the  Director  of  Student  Development. 

Readmission  procedures  for  students  in  Associate  Degree  Nurs- 
ing and  the  Practical  Nursing  programs  are  exceptions  to  the  above 
policy.  Students  interested  in  readmission  should  contact  the  ADN 
or  PN  Director  or  the  Director  of  Student  Development. 

ADMISSION  TO  LEARNING  LABORATORY 

Admission  to  the  learning  laboratory  is  open  to  anyone  who  is  18 
years  of  age  or  older  and  not  currently  enrolled  in  a public  school. 
Students  may  study  specific  subjects,  pursue  general  interests,  pre- 
pare for  the  General  Education  Development  (GED)  test,  or  study 
toward  completing  requirements  for  the  High  School  Diploma 
(HSD)  tests.  To  apply  for  admission  to  the  learning  laboratory,  the 
prospective  student  should  contact  a counselor. 
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CURRICULUM  PROGRAMS 


Richmond  Technical  College  offers  curriculum  programs  leading 
to  a diploma,  or  a certificate.  The  learning  laboratory,  tutorial  ser- 
vices, and  personal  achievement  courses  are  available  for  students 
who  may  need  to  enhance  or  review  basic  skills  prior  to  entering  one 
of  the  other  programs.  New  programs  and  courses  are  added  in 
response  to  student  and  community  needs.  Course  outlines  for  all 
courses  are  available  for  review  in  the  Learning  Resource  Center. 
This  general  catalog  represents  the  most  accurate  information 
available  concerning  the  Richmond  Technical  College  curriculum 
at  the  time  of  its  publication.  However,  the  college  reserves  the  right 
to  delete  or  change  programs  and  courses  as  may  be  required. 

Most  curricula  are  offered  during  the  morning  and  early  after- 
noon, although  some  are  available  both  day  and  evening.  A few 
curricula  are  available  evenings  only. 

The  curriculum  programs  are  arranged  in  alphabetical  order  and 
described  in  detail  on  the  following  pages.  Individual  course  de- 
scriptions begin  on  page  000. 

COURSES  OF  STUDY 

VOCATIONAL  OURRICULA: 

Vocational  programs  are  usually  four  quarters  in  length  and 
emphasize  specific  skills  in  the  particular  vocation  plus  some  knowl- 
edge of  mathematics,  the  sciences,  and  communication  skills. 

Air  Conditioning,  Heating  and  Refrigeration 

Architectural  Drafting 

Automotive  Mechanics 

Carpentry  and  Cabinetmaking 

Electrical  Installation  and  Maintenance 

Electronic  Servicing 

General  Office  (Technical  Specialty) 

Industrial  Maintenance 

Machinist 

Masonry 

Practical  Nursing 

Vending  Machine  Maintenance 

Welding 

TECHNICAL  CURRICULA: 

Technical  curriculaare  highly  specialized  occupational  programs 
of  six  to  eight  quarters  in  length.  These  programs  emphasize  theory 
more  than  vocational  programs. 

Accounting 

Associate  Degree  Nursing  (Registered  Nursing) 

Business  Administration 
Business  Computer  Programming 
Criminal  Justice— Protective  Service  Technology 
Electronics  Engineering  Technology 
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Executive  Secretary 

General  Office  Technology 

Mechanical  Drafting  & Design  Technology 

GENERAL  EDUCATION: 

Richmond  Technical  College  offers  a wide  range  of  courses 
which  can  be  applied  tothe  Associate  Degree  in  General  Education 
or  for  college  transfer.  Associate  of  Arts  degree  candidates  are 
required  to  take  a variety  of  courses  in  English,  mathematics, 
science,  humanities,  and  social  sciences. 

The  college  also  offers  the  Personal  Achievement  Curriculum  to 
prepare  students  to  enter  a vocational,  technical  or  general  educa- 
tion curriculum  by  enhancing  basic  skills. 
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ACCOUNTING 


This  curriculum  is  designed  to  provide  the  student  with  the  necessary 
accounting  theory  and  skills  for  entry  into  the  accounting  profession. 
Courses  are  designed  to  develop  competencies  in  accounting  theory,  cost 
accounting,  auditing,  data  processing  systems,  business  law,  and  finance. 
The  duties  and  responsibilities  of  an  accountant,  although  varied,  include 
recording  transactions,  rendering  periodic  reports,  maintaining  cost  rec- 
ords, preparing  special  reports,  completing  tax  returns,  auditing  books,  and 
advising  management  in  financial  affairs.  In  order  to  graduate,  the  student 
must  have  ninety-eight  hours  of  required  courses,  six  hours  of  technical 
electives,  and  six  hours  of  social  science  electives  - a total  of  one  hundred 
and  ten  quarter  credit  hours.  The  graduate  is  awarded  an  Associate  in 
Applied  Science  Degree  in  Accounting. 


Course  Requirements  for  Accounting 
(Day) 

First 


Quarter 

Hours/Week 

Qtr.  Mrs. 

(Fall) 

Course  Title 

(Class) 

(Lab) 

Credit 

BUS  101 

Introduction  to  Business 

5 

0 

5 

BUS  110 

Office  Machines  1 

1 

2 

2 

BUS  120 

Accounting  1 

5 

2 

6 

MAT  110 

Business  Mathematics 

5 

16 

0 

4 

5 

18 

Second 

Quarter 

(Winter) 

BUS  121 

Accounting  II 

5 

2 

6 

BUS  115 

Business  Law  1 

3 

0 

3 

EDP  110 

Computer  Literacy 

2 

2 

3 

ECO  102 

Economics  1 

3 

0 

3 

ENG  101 

Grammar 

3 

16 

0 

4 

3 

18 

Third 

Quarter 

(Spring) 

BUS  102 

Typewriting  1 

1 

4 

3 

BUS  125R 

Accounting  III 

5 

2 

6 

BUS  116 

Business  Law  II 

3 

0 

3 

ECO  104 

Economics  II 

3 

0 

3 

ENG  102 

Composition 

3 

15 

0 

6 

3 

18 

Fourth 

Quarter 

(Fall) 

BUS  123 

Business  Finance  1 

3 

0 

3 

BUS  225 

Cost  Accounting 

3 

2 

4 

BUS  229 

Taxes  1 

3 

2 

4 

BUS  183 

Terminology  & Vocabulary 

3 

0 

3 



Social  Science  Elective 

3 

15 

0 

4 

3 

17 
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Fifth 

Quarter 

(Winter) 

BUS  235 
BUS  222 
BUS  230 
ENG  204 


Sixth 

Quarter 

(Spring) 

BUS  223 
BUS  269 
ENG  206 


Course  Title 

Business  Management 
Intermediate  Accounting  I 
Taxes  II 

Oral  Communications 
Elective 


Intermediate  Accounting  II 
Auditing 

Business  Communications 
Social  Science  Elective 
Elective 


Hours/Week 

Qtr.  Hrs. 

(Class) 

(Lab) 

Credit 

3 

0 

3 

5 

2 

6 

3 

0 

3 

3 

0 

3 

3 

0 

3 

17 

2 

18 

5 

2 

6 

3 

2 

4 

3 

0 

3 

3 

0 

3 

3 

0 

3 

17 

4 

19 
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Electives 

(Day  and  Evening) 

Suggested  Technical  Electives*  (6  hrs.  Required) 

Hours/Week  Qtr.  Hrs. 


Course  Title 

(Class) 

(Lab) 

Credit 

BUS 

103 

Typewriting  II 

1 

4 

3 

BUS 

104 

Typewriting  III 

1 

4 

3 

BUS 

111 

Speedwriting  1 

2 

2 

3 

BUS 

117 

Business  Law  III 

3 

0 

3 

BUS 

122 

Basic  Finance 

3 

0 

3 

BUS 

124 

Business  Finance  II 

3 

0 

3 

BUS 

210 

Office  Machines  II 

1 

3 

2 

BUS 

219 

Credit  Procedures  and 

Problems 

3 

0 

3 

BUS 

233 

Personnel  Management 

3 

0 

3 

BUS 

247 

Business  Insurance 

3 

0 

3 

BUS 

255 

Interpreting  Accounting 

Records 

3 

0 

3 

BUS 

266 

Budget  and  Record  Keeping 

3 

0 

3 

BUS 

271 

Office  Management 

3 

0 

3 

BUS 

272 

Supervision 

3 

0 

3 

EDP 

103 

Introduction  to 

Microcomputers 

2 

4 

4 

EDP 

116 

Business  Programming 

2 

2 

3 

Social  Science  Electives  (6  hrs.  Required) 

HIS 

127 

Intro,  to  Modern  European 

Civilization 

5 

0 

5 

HIS 

201 

Intro,  to  American 

Civilization 

5 

0 

5 

POL 

103 

State  and  Local 

Government 

3 

0 

3 

POL 

201 

United  States  Government 

3 

0 

3 

PSY 

102 

General  Psychology 

3 

0 

3 

PSY 

206R  Applied  Psychology 

3 

0 

3 

SOC 

102 

Principles  of  Sociology 

3 

0 

3 

SSC 

201 

Social  Science  1 

3 

0 

3 

SSC 

202 

Social  Science  II 

3 

0 

3 

SSC 

205 

American  Institutions 

3 

0 

3 

SSC 

212 

Marriage  and  the  Family 

3 

0 

3 

* Other  Electives  may  be  selected  subject  to  the  needs  of  the  individual 
student  and  approved  by  the  advisor. 
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Course  Requirements  for  Accounting 
(Evening) 


First 

Quarter 

Hours/ Week 

Qtr.  Hrs. 

(Fall) 

Course  Title 

(Class) 

(Lab) 

Credit 

BUS  101 

Introduction  to  Business 

5 

0 

5 

BUS  110 

Office  Machines  1 

1 

2 

2 

MAT  110 

Business  Mathematics 

5 

0 

5 

11 

2 

12 

Second 

Quarter 

(Winter) 

BUS  102 

Typewriting  1 

1 

4 

3 

BUS  120 

Accounting  1 

5 

2 

6 

ENG  101 

Grammar 

3 

0 

3 

9 

6 

12 

Third 

Quarter 

(Spring) 

BUS  121 

Accounting  II 

5 

2 

6 

BUS  123 

Business  Finance  1 

3 

0 

3 

ENG  102 

Composition 

3 

0 

3 

11 

2 

12 

Fourth 

Quarter 

(Summer) 

BUS  125R 

Accounting  III 

5 

2 

6 

BUS  235 

Business  Management 

3 

0 

3 

EDP  110 

Computer  Literacy 

2 

2 

3 

10 

4 

12 

Fifth 

Quarter 

(Fall) 

BUS  115 

Business  Law  1 

3 

0 

3 

BUS  183 

Terminology  and 
Vocabulary 

3 

0 

3 

BUS  225 

Cost  Accounting 

3 

2 

4 

ECO  102 

Economics  1 

3 

0 

3 

12 

2 

13 

Sixth 

Quarter 

(Winter) 

BUS  116 

Business  Law  II  3 

0 

3 

BUS  222 

Intermediate  Accounting  1 

5 

2 

6 

ECO  104 

Economics  II 

3 

0 

3 

11 

2 

12 

38 


Seventh 

Quarter 

Hours/Week 

Qtr.  Mrs 

(Fall) 

Course  Title 

(Class) 

(Lab) 

Credit 

BUS  223 

Intermediate  Accounting  II 

5 

2 

6 

BUS  229 

Taxes  1 

3 

2 

4 

ENG  204 

Oral  Communications 

3 

11 

0 

4 

3 

13 

Eighth 

Quarter 

(Summer) 

BUS  230 

Taxes  II 

3 

0 

3 

ENG  206 

Business  Communications 

3 

0 

3 

— 

Elective 

3 

0 

3 

Social  Science  Elective 

3 

12 

0 

0 

3 

12 

Ninth 

Quarter 

(Fall) 

BUS  269 

Auditing  3 

2 

4 

— 

Elective 

3 

0 

3 

— 

Social  Science  Elective 

3 

0 

3 

AIR  CONDITIONING,  HEATING  AND  REFRIGERATION 

The  Air  Conditioning,  Heating  and  Refrigeration  curriculum  develops  an 
understanding  of  the  basic  principles  involved  in  the  construction,  installa- 
tion, operation  and  maintenance  of  climate  control  equipment.  Courses  in 
blueprint  reading,  duct  construction,  welding,  circuits  and  controls,  math, 
science  and  general  education  are  included  to  help  provide  supporting 
skills  necessary  for  the  mechanic  to  function  successfully  in  the  trade. 

The  air  conditioning,  heating  and  refrigeration  mechanic  installs,  main- 
tains, services,  and  repairs  environmental  control  systems  in  residential, 
commercial,  industrial,  and  institutional  buildings. 

Job  opportunities  exist  with  companies  that  specialize  in  air  conditioning, 
heating,  refrigeration,  control  systems,  and  energy  management  systems. 
The  graduate  may  be  employed  in  areas  of  installation,  maintenance,  ser- 
vice, and  sales.  Seventy-two  quarter  credit  hours  are  required  for  a diploma 
in  Air  Conditioning,  Heating  and  Refrigeration. 


Course  Requirements  for 
Air  Conditioning,  Heating  and  Refrigeration  (Day) 

First 

Quarter  Hours/Week  Qtr.  Hrs. 


(Fall) 

Course  Title 

(Class) 

(Lab) 

(Shop) 

Credit 

AHR 

1121 

Principles  of  Air 
Conditioning  and 
Refrigeration 

3 

0 

9 

6 

AHR 

1115 

Fundamentals  of  Heating 

2 

0 

6 

4 

MAT 

1101 

Fundamentals  of  Math 

5 

0 

0 

5 

ENG 

1101 

Reading  Improvement 

3 

0 

0 

3 

DFT 

1104 

Blueprint  Reading  1: 
Mechanical 

J_ 

2^ 

_0_ 

2^ 

14 

2 

15 

20 

Second 

Quarter 

(Winter) 


AHR 

1122  Domestic  and  Commer- 
cial Refrigeration 

3 

0 

9 

6 

ELC 

1102  Applied  Electricity 

2 

0 

3 

3 

PHY 

1101  Applied  Science  1 

3 

2 

0 

4 

ENG 

1102  Communication  Skills 

3 

0 

0 

3 

DFT 

1116  Blueprint  Reading: 
Air  Conditioning 

JL 

A 

2^ 

12 

2 

15 

18 

Third 

Quarter 


(Spring) 


AHR 

1123 

Air  Conditioning 
Systems 

3 

0 

12 

7 

AHR 

1128 

Automatic  Controls 

3 

0 

6 

5 

PSY 

1101 

Human  Relations 

3 

0 

0 

3 

WLD 

1101 

Basic  Gas  Welding 

_0_ 

0_ 

_3 

J_ 

9 

0 

21 

16 

40 


Fourth 

Quarter 

Hours/Week  Qtr.  Hrs. 

(Summer) 

Course  Title 

(Class) 

(Lab) 

(Shop) 

Credit 

AHR  1124 

Air  Conditioning, 
Heating,  and  Refriger- 
ation Servicing 

3 

0 

6 

5 

AHR  1126 

All  Year  Comfort 
Systems 

3 

0 

6 

5 

MEC  1120 

Duct  Construction  and 
Installation 

3 

0 

6 

5 

BUS  1106 

Business  and  Industrial 
Organizations 

12 

0 

18 

18 

Course  Requirements  for 

Air  Conditioning,  Heating  and  Refrigeration  (Evening) 

First 
Quarter 

(Fall)  Course  Title 

AHR  1121 R Principles  of  Air  Condi- 
tioning and  Refrigeration 
AHR  1115A  Fundamentals  of  Heating 


Hours/Week 
(Class)  (Lab)  (Shop) 


0 


9 

_3 

12 


Qtr.  Hrs. 
Credit 

6 

2 


Second 

Quarter 

(Winter) 


AHR  115B 

Fundamentals  of  Heating 

1 

0 

3 

2 

(Continued) 

AHR  1122 

Domestic  and  Commer- 
cial Refrigeration 

3 

0 

9 

6 

4 

0 

12 

8 

Third 

Quarter 

(Spring) 

AHR  1123 

Air  Conditioning 
Systems 

3 

0 

12 

7 

3 

0 

12 

7 

Fourth 

Quarter 

(Summer) 

ENG  1101 

Reading  Improvement 

3 

0 

0 

3 

DFT  1104 

Blueprint  Reading  1: 
Mechanical 

1 

2 

0 

2 

MAT  1101 

Fundamentals  of  Math 

5 

0 

0 

2 

9 

2 

0 

7 
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Fifth 

Quarter 

(Fall)  Course  Title 

MEC  1120  Duct  Construction  and 
Installation 

WLD  1101  Basic  Gas  Welding 
ELC  1102  Applied  Electricity 


Sixth 

Quarter 

(Winter) 

AHR  1128  Automatic  Controls 
AHR  1126A  All  Year  Comfort 
Systems 

DFT  1116  Blueprint  Reading: 
Air  Conditioning 


Hours/Week  Qtr.  Hrs. 


(Class) 

(Lab) 

(Shop) 

Credit 

3 

0 

6 

5 

0 

0 

3 

1 

2 

0 

3 

3 

5 

0 

12 

9 

3 

0 

6 

5 

1 

0 

3 

2 

1 

0 

3 

2 

5 

0 

12 

9 

Seventh 

Quarter 

(Spring) 

AHR  1 126B  All  Year  Comfort 

Systems  (Continued)  2 0 

AHR  1124  Air  Conditioning,  Heat- 
ing and  Refrigeration 
Servicing  3 0 

5 0 


3 3 

6 _5 

9 8 


Eighth 

Quarter 

(Summer) 

PHY  1101  Applied  Science  I 3 

ENG  1102  Communication  Skills  3 

BUS  1106  Business  and  Industrial 

Organizations  3 

PSY  1101  Human  Relations  3 


2 0 
0 0 

0 0 
0 0 


4 

3 

3 

3 


12  2 0 13 


* Program  taught  over  8 quarters  with  1st  quarter  beginning  in  the  fall  of  odd 
numbered  years. 
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ARCHITECTURAL  DRAFTING 


The  Architectural  Drafting  curriculum  prepares  individuals  to  do  drafting 
for  the  building  industry.  Courses  are  arranged  in  sequence  to  develop 
drafting  skills  and  proficiency  in  mathematics  and  science.  The  drafter 
associates  with  many  levels  of  personnel— administrators,  architects,  engi- 
neers, and  skilled  workers— and  must  be  able  to  communicate  effectively 
with  them. 

The  architectural  drafter  performs  the  general  duties  of  a drafter  and  also 
specializes  in  organizing  and  making  detail  and  working  drawings  of  struc- 
tures and  mechanical  equipmentfrom  preliminary  sketchesofthedesigner. 
The  graduate  utilizes  knowledge  of  various  machines,  including  computer 
aided  drafting  equipment,  engineering  practices,  mathematics,  building 
materials  and  other  physical  sciences  to  complete  the  drawings. 

Job  opportunities  include  Architectural,  Cartographic,  Electrical,  Civil, 
Commercial,  Detail,  Heating  and  Ventilating,  Plumbing,  Topographical, 
Structural  and  Landscape  Drafting.  Seventy-six  quarter  credit  hours  are 
required  for  graduation.  The  graduate  is  awarded  a diploma  in  Architectural 
Drafting. 

Course  Requirements  for 
Architectural  Drafting  (Day) 

First 


Quarter  Hours/Week  Qtr.  Hrs. 


(Fall) 

Course  Title 

(Class) 

(Lab) 

(Shop) 

Credit 

DFT  1121 

Drafting  1 

3 

12 

0 

9 

ENG  1101 

Reading  Improvement 

3 

0 

0 

3 

PHY  1101 

Applied  Science  1 

3 

2 

0 

4 

MAT  1101 

Fundamentals  of  Math 

5 

0 

0 

5 

14 

14 

0 

21 

Second 

Quarter 

(Winter) 

DFT  1122 

Drafting  II 

3 

6 

0 

6 

DFT  1125 

Descriptive  Geometry 

2 

3 

0 

3 

ENG  1102 

Communication  Skills 

3 

0 

0 

3 

PHY  1102 

Applied  Science  II 

3 

2 

0 

4 

MAT  1103 

Vocational  Math  1 

3 

0 

0 

3 

14 

11 

0 

19 

Third 

Quarter 

(Spring) 

DFT  1141 

Building  Trades 
Drafting  1 

3 

12 

0 

9 

MAT  1104 

Vocational  Math  II 

3 

0 

0 

3 

DFT  1144 

Building  Materials  and 
Methods 

3 

0 

0 

3 

DFT  1143 

Building  Mechanical 
Equipment 

3 

0 

0 

3 

PSY  1101 

Human  Relations 

3 

0 

0 

3 

15 

12 

0 

21 

43 


Fourth 

Quarter 

Hours/Week 

Qtr.  Hrs. 

(Summer) 

Course  Title 

(Class) 

(Lab) 

(Shop) 

Credit 

DFT  1142 

Building  Trades 
Drafting  II 

3 

12 

0 

9 

DFT  1145 

Specifications  and 
Contracts 

3 

0 

0 

3 

DFT  1146 

Construction  Surveying 

2 

0 

4 

3 

8 

12 

4 

15 
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ASSOCIATE  DEGREE  NURSING  (Registered  Nursing) 

The  Associate  Degree  Nursing  curriculum  is  designed  to  prepare  gradu- 
ates to  integrate  the  principles  and  theories  of  nursing  and  the  sciences  in 
utilizing  the  nursing  process  in  the  practice  of  nursing.  The  practice  of 
nursing  by  associate  degree  nursing  graduates  consists  of:  (1)  assessing 
the  patient’s  physical  and  mental  health,  including  the  patient’s  reaction  to 
illness  and  treatment  regimens;  (2)  recording  and  reporting  the  results  of 
the  nursing  assessment;  (3)  planning,  initiating,  delivering,  and  evaluating 
appropriate  nursing  acts;  (4)  teaching,  delegating  to  or  supervising  other 
personnel  in  implementing  the  treatment  regimen;  (5)  collaborating  v>/ith 
other  health  care  providers  in  determining  the  appropriate  health  care  for  a 
patient;  (6)  implementing  the  treatment  and  pharmaceutical  regimen  pre- 
scribed by  any  person  authorized  by  State  law  to  prescribe  such  a regimen; 
(7)  providing  teaching  and  counseling  about  the  patient’s  health  care;  (8) 
reporting  and  recording  the  plan  for  care,  nursing  care  given,  and  the 
patient’s  response  to  that  care;  and  (9)  supervising,  teaching,  and  evaluat- 
ing those  who  perform  nursing  functions.  Graduates  are  eligibleto  take  the 
National  Council  Licensure  Examination  (NCLEX-RN)  which  is  required  for 
practice  as  a registered  nurse. 

Course  Requirements  for 
Associate  Degree  Nursing  (Day  Only) 

First 

Quarter  Hours/Week  Qtr.  Hrs. 

(Fall)  Course  Title  (Class)  (Lab)  (Clinic)  Credit 


NUR 

101 

Fundamentals  of  Nursing 

5 

4 

3 

8 

BIO 

101 

Human  Anatomy  and 
Physiology  1 

3 

2 

0 

4 

ENG 

101 

Grammar 

3 

0 

0 

3 

PSY 

102 

General  Psychology  (or 
PSY  101  Intro.  Psychol- 
ogy) 

3 

0 

0 

3 

MAT 

104 

Nursing  Math 

2 

0 

0 

2 

16 

6 

3 

20 

Second 

Quarter 

(Winter) 

NUR 

102 

Nursing  of  Adults  and 
Children  1 

5 

2 

6 

8 

BIO 

102 

Human  Anatomy  and 
Physiology  II 

3 

2 

0 

4 

PSY 

120 

Growth  & Development 

3 

0 

0 

3 

ENG 

102 

Composition 

3 

0 

0 

3 

14 

4 

6 

18 
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Third 

Quarter 

Hours/Week 

Qtr.  Hrs. 

(Spring) 

Course  Titie 

(Class) 

(Lab) 

(Shop) 

Credit 

NUR  103 

Nursing  of  Adults  and 
Children  II 

6 

0 

12 

10 

BIO  104 

Microbiology 

3 

2 

0 

4 

SOC  102 

Principles  of  Sociology 
(or  SOC  101  Intro,  to 
Modern  Soc.) 

3 

0 

0 

3 

EDP  110 

Computer  Literacy 

2 

2 

0 

3 

14 

4 

12 

20 

Fourth 

Quarter 

(Summer) 

NUR  108 

Nursing  of  Women 

6 

0 

12 

10 

OHM  101 

Fundamentals  of 
Physiological  Chemistry 

3 

2 

0 

4 

NUT  102 

Therapeutic  Nutrition 

3 

0 

0 

3 

NUR  200 

Psychosocial  Nursing 

3 

0 

0 

3 

15 

2 

12 

20 

Fifth 

Quarter 

(Faii) 

NUR  202 

Mental  Health  Nursing 

9 

0 

15 

7 

NUR  206 

Nursing  of  Adults 

4 

0 

12 

8 

13 

0 

27 

15 

Sixth 

Quarter 

(Winter) 

NUR  201 

Nursing  of  Adults  and 
Children  III 

5 

0 

12 

9 

ENG  103 

Report  Writing  (or  ENG 
204  Oral  Communi- 

cations) 

3 

0 

0 

3 

— 

Elective 

3 

0 

0 

3 

11 

0 

12 

15 

Seventh 

Quarter 

(Spring) 

NUR  203 

Nursing  of  Adults  and 
Children  IV 

5 

0 

24 

13 

NUR  205 

Nursing  Seminar 

2 

0 

0 

2 

7 

0 

24 

15 
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SSC  212 
ECO  102 
ENG  103 

ENG  204 

HIS  127 
HIS  201 


Suggested  Electives  (3  hours  required) 

Marriage  & The  Family 
Economics  I 

Report  Writing  (if  not  taken  as  required  ENG  in  sixth 
quarter 

Oral  Communications  (if  not  taken  as  required  ENG  in 
sixth  quarter) 

Introduction  to  Modern  European  Civilization 
Introduction  to  American  Civilization 


Other  electives  may  be  selected  subject  to  the  needs  of  the  individual 
student  and  approval  of  the  director  of  the  ADN  Program. 
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AUTOMOTIVE  MECHANICS 


Scientific  discovery  and  new  engineering  will  continue  to  create  more 
complicated  vehicles  each  year,  thus  requiring  complex  tools  and  trained 
mechanics forservicing  and  repair.  This  curriculumteachesthestudentthe 
basic  knowledge  and  skill  needed  to  inspect,  diagnose,  repair,  or  adjust 
automotive  vehicles.  Manual  skills  and  knowledge  of  equipment  are  devel- 
oped in  practical  shop  work.  A thorough  understanding  of  the  operating 
principles  involved  in  modern  automotive  vehicles  comes  through  class 
assignments,  discussions,  and  shop  practice.  Related  courses  in  communi- 
cation skills,  physics,  mathematics,  human  relations  and  business  enable 
the  student  to  advance  on  the  job,  become  a more  valuable  employee,  or 
operate  a business  successfully.  Graduates  of  this  program  are  qualified  for 
employment  as  auto  mechanics,  sales  technicians,  truck  and  bus  mechan- 
ics, maintenance  supervisors  or  factory  representatives.  The  student  who 
successfully  completes  the  sixty-nine  quarter  hours  required  is  awarded  a 
diploma  in  Automotive  Mechanics. 

Course  Requirements  for 
Automotive  Mechanics  (Day) 

First 

Quarter  Hours/Week  Qtr.  Hrs. 

(Faii)  Course  Titie  (Ciass)  (Lab)  (Shop)  Credit 

PME  1101  Internal  Combustion 


Engines 

3 

0 

12 

7 

MAT  1101 

Fundamentals  of  Math 

5 

0 

0 

5 

ENG  1101 

Reading  Improvement 

3 

0 

0 

3 

PHY  1101 

Applied  Science  1 

3 

2 

0 

4 

14 

2 

12 

19 

Second 

Quarter 

(Winter) 

PME  1102 

Engine  Electrical  and 

Fuel  Systems 

5 

0 

12 

9 

ENG  1102 

Communication  Skills 

3 

0 

0 

3 

PHY  1102 

Applied  Science  II 

3 

2 

0 

4 

MEG  1112 

Machine  Shop  Processes 

0 

0 

6 

2 

11 

2 

18 

18 

Third 

Quarter 

(Spring) 

AUT  1123 

Automotive  Chassis  and 

Suspension  Systems  . 

3 

0 

9 

6 

AUT  1121 

Braking  Systems 

3 

0 

3 

4 

PSY  1101 

Human  Relations 

3 

0 

0 

3 

AHR  1101 

Automotive  Air 

Conditioning 

2 

0 

3 

3 

WLD  1101 

Basic  Gas  Welding 

0 

0 

3 

1 

11 

0 

18 

17 
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Hours/Week  Qtr.  Hrs. 
(Class)  (Lab)  (Shop)  Credit 

3 0 9 6 

3 0 9 6 

3 0 _0  ^ 

9 0 18  15 

Course  Requirements  for 
Automotive  Mechanics  (Evening)* 

First 

Quarter  Hours/Week  Qtr.  Hrs. 


(Fall) 

Course  Title 

(Class) 

(Lab) 

(Shop) 

Credit 

AUT  1124 

Automotive  Power  Train 
Systems 

3 

0 

9 

6 

ENG  1101 

Reading  Improvement 

3 

0 

0 

3 

6 

0 

9 

9 

Second 

Quarter 

(Winter) 

PME  1101A 

Internal  Combustion 
Engines 

3 

0 

8 

6 

PHY  1101 

Applied  Science  1 

3 

2 

0 

4 

6 

2 

8 

10 

Third 

Quarter 

(Spring) 

PME  1101B 

Internal  Combustion 
Engines  (Continued) 

0 

0 

4 

1 

AUT  1121 

Braking  Systems 

3 

0 

3 

4 

MAT  1101 

Fundamentals  of  Math 

5 

0 

0 

5 

8 

0 

7 

10 

Fourth 

Quarter 

(Summer) 

PME  1102A 

Engine  Electrical  & 
Fuel  Systems 

3 

0 

6 

5 

AHR  1101 

Automotive  Air 
Conditioning 

2 

0 

3 

3 

5 

0 

9 

8 

Fifth 

Quarter 

(Fall) 

PME  1102B 

Engine  Electrical  & Fuel 
Systems  (Continued) 

2 

0 

6 

4 

MEC  1112 

Machine  Shop  Processes 

0 

0 

6 

2 

2 

0 

12 

6 

Fourth 

Quarter 

(Summer) 

AUT  1124 


AUT 

BUS 


1125 

1106 


Course  Title 

Automotive  Power  Train 
Systems 

Automotive  Servicing 
Business  & Industrial 
Organizations 
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Sixth 

Quarter 

Hours/Week  Qtr.  Hrs. 

(Winter) 

Course  Titie 

(Class) 

(Lab) 

(Shop) 

Credit 

AUT  1123 

Automotive  Chassis  and 
Suspension  Systems 

3 

0 

9 

6 

BUS  1106 

Business  and  Industrial 
Organizations 

3 

0 

0 

3 

6 

0 

9 

9 

Seventh 

Quarter 

(Spring) 

AUT  1125 

Automotive  Servicing 

3 

0 

9 

6 

WLD  1101 

Basic  Gas  Welding 

0 

0 

3 

1 

3 

0 

12 

7 

Eighth 

Quarter 

(Summer) 

PHY  1102 

Applied  Science  II 

3 

2 

0 

4 

ENG  1102 

Communication  Skills 

3 

0 

0 

3 

PSY  1101 

Human  Relations 

3 

0 

0 

3 

9 

2 

0 

10 

* Program  taught  over  8 quarters  with  1 st  quarter  beginning  in  the  fall  of  odd 
numbered  years. 
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BUSINESS  ADMINISTRATION 


This  curriculum,  utilizing  a practical  approach  to  the  theories  involved  in 
efficient  management,  prepares  the  student  for  entry  into  numerous  busi- 
ness occupations.  Courses  are  designed  to  develop  competency  in:  under- 
standing the  principles  of  organization  and  management;  understanding 
the  economy  through  study  and  analysis  of  the  role  of  production  and 
marketing;  understanding  effective  communication  and  human  relations  as 
applied  tosuccessful  business  operations  and  specific  elements  of  account- 
ing, finance,  and  business  law.  Skills  and  knowledge  acquired  from  the 
Business  Administration  curriculum  prepare  the  student  to  become  a 
middle-management  trainee  in  banking,  retail  sales,  personnel  manage- 
ment, insurance,  advertising,  wholesaling,  travel  industry,  transportation 
industry,  communications  industry,  etc.  For  graduation,  one  hundred  and 
four  quarter  credit  hours  are  required.  This  includes  ninety-two  hours  of 
required  courses,  six  hours  of  technical  electives  and  six  hours  of  social 
science  electives.  The  graduate  is  awarded  an  Associate  in  Applied  Science 


Degree. 

Course  Requirements  for 
Business  Administration  (Day) 

First 

Quarter 

Hours/Week 

Qtr.  Mrs. 

(Fall) 

Course  Title 

(Class) 

(Lab) 

Credit 

BUS  101 

Introduction  to  Business 

5 

0 

5 

BUS  110 

Office  Machines  1 

1 

2 

2 

BUS  102 

Typewriting  1 

1 

4 

3 

MAT  110 

Business  Mathematics 

5 

0 

5 

ENG  101 

Grammar 

3 

15 

0 

6 

3 

18 

Second 

Quarter 

(Winter) 

BUS  272 

Principles  of  Supervision 

3 

0 

3 

BUS  115 

Business  Law  1 

3 

0 

3 

BUS  123 

Business  Finance  1 

3 

0 

3 

ECO  102 

Economics  1 

3 

0 

3 

ENG  102 

Composition 

3 

15 

0 

0 

3 

15 

Third 

Quarter 

(Spring) 

BUS  183 

Terminology  & 

Vocabulary 

3 

0 

3 

BUS  116 

Business  Law  II 

3 

0 

3 

BUS  239 

Marketing 

3 

0 

3 

ECO  104 

Economics  II 

3 

0 

3 

EDP  110 

Computer  Literacy 

2 

14 

2 

2 

3 

15 
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Fourth 

Quarter 

(Fall)  Course  Title 

BUS  232  Sales  Development 

BUS  120  Accounting  I 

BUS  229  Taxes  I 

ENG  204  Oral  Communications 

Social  Science  Elective 


Hours/Week 


(Class) 

3 

5 

3 

3 

3 


(Lab) 

0 

2 

2 

0 

0 


17 

Fifth 

Quarter 

(Winter) 

BUS  243  Advertising  3 

BUS  235  Business  Management  3 

BUS  121  Accounting  II  5 

ENG  206  Business  Communications  3 

Technical  Elective  3 


4 


2 

0 

2 

0 

0 


17  4 


Sixth 

Quarter 

(Spring) 

BUS  230  Taxes  II  3 

BUS  233  Personnel  Management  3 

BUS  125R  Accounting  III  5 

Technical  Elective  3 

— Social  Science  Elective  3 

17 


0 

0 

2 

0 

0 

2 


Qtr.  Hrs. 
Credit 

3 
6 

4 
3 

_3 

19 


4 

3 

6 

3 

_3 

19 


3 

3 

6 

3 

_3 

18 
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Electives  (Day  and  Evening) 

Suggested  Technicai  Eiectives*  (6  hrs.  Required) 

Hours/Week  Qtr.  Hrs. 


Course  Title 

(Class) 

(Lab) 

Credit 

BUS 

103 

Typewriting  II 

1 

4 

3 

BUS 

104 

Typewriting  III 

1 

4 

3 

BUS 

111 

Speedwriting  1 

2 

2 

3 

BUS 

117 

Business  Law  III 

3 

0 

3 

BUS 

122 

Basic  Finance 

3 

0 

3 

BUS 

124 

Business  Finance  II 

3 

0 

3 

BUS 

210 

Office  Machines  II 

1 

3 

2 

BUS 

219 

Credit  Procedures  and 

Problems 

3 

0 

3 

BUS 

247 

Business  Insurance 

3 

0 

3 

BUS 

255 

Interpreting  Accounting 

Records 

3 

0 

3 

BUS 

266 

Budget  and  Record  Keeping 

3 

0 

3 

BUS 

271 

Office  Management 

3 

0 

3 

EDP 

103 

Introduction  to 

Microcomputers 

2 

4 

4 

EDP 

116 

Business  Programming 

2 

2 

3 

Social  Science  Electives  (6  hrs.  Required) 

HIS 

127 

Intro,  to  Modern  European 

Civilization 

5 

0 

5 

HIS 

201 

Intro,  to  American 

Civilization 

5 

0 

5 

POL 

103 

State  and  Local 

Government 

3 

0 

3 

POL 

201 

United  States  Government 

3 

0 

3 

PSY 

102 

General  Psychology 

3 

0 

3 

PSY 

206R  Applied  Psychology 

3 

0 

3 

SOC 

102 

Principles  of  Sociology 

3 

0 

3 

SSC 

201 

Social  Science  1 

3 

0 

3 

SSC 

202 

Social  Science  II 

3 

0 

3 

SSC 

205 

American  Institutions 

3 

0 

3 

SSC 

212 

fy/larrrage  and  the  Family 

3 

0 

3 

* Other  Electives  may  be  selected  subject  to  the  needs  of  the  individual 
student  and  approval  of  the  advisor. 
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Course  Requirements  for 
Business  Administration  (Evening) 


First 

Quarter 

Hours/Week 

Qtr.  Hrs. 

(Fali) 

Course  Title 

(Class) 

(Lab) 

Credit 

BUS  101 

Introduction  to  Business 

5 

0 

5 

MAT  110 

Business  Mathematics 

5 

0 

5 

ENG  101 

Grammar 

3 

13 

0 

0 

3 

13 

Second 

Quarter 

(Winter) 

BUS  102 

Typewriting  1 

1 

4 

3 

BUS  115 

Business  Law  1 

3 

0 

3 

ECO  102 

Economics  1 

3 

0 

3 

ENG  102 

Composition 

3 

10 

0 

4 

0 

12 

Third 

Quarter 

(Spring) 

BUS  116 
BUS  183 

Business  Law  II 
Terminology  and 

3 

0 

3 

Vocabulary 

3 

0 

3 

BUS  272 

Principles  of  Supervision 

3 

0 

3 

ECO  104 

Economics  II 

3 

12 

0 

0 

3 

12 

Fourth 

Quarter 

(Summer) 

BUS  235 

Business  Management 

3 

0 

3 

BUS  243 

Advertising 

3 

2 

4 

BUS  232 

Sales  Development 

3 

0 

3 

BUS  110 

Office  Machines  1 

1 

10 

2 

4 

2 

12 

Fifth 

Quarter 

(Fali) 

BUS  239 

Marketing 

3 

0 

3 

BUS  120 

Accounting  1 

5 

2 

6 

ENG  204 

Oral  Communications 

3 

0 

3 

11 

2 

12 

Sixth 

Quarter 

(Winter) 

BUS  121 

Accounting  II 

5 

2 

6 

BUS  123 

Business  Finance  1 

3 

0 

3 

ENG  206 

Business  Communications 

3 

11 

0 

2 

3 

12 
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Seventh 


Quarter 

Hours/Week 

Qtr.  Mrs 

(Spring) 

Course  Title 

(Class) 

(Lab) 

Credit 

BUS  125R  Accounting  III 

5 

2 

6 

BUS  233 

Personnel  Management 

3 

0 

3 

BUS  229 

Taxes  1 

3 

11 

2 

4 

4 

13 

Eighth 

Quarter 

(Summer) 

BUS  230 

Taxes  II 

3 

0 

3 

EDP  110 

Computer  Literacy 

2 

2 

3 

— 

Social  Science  Elective 

3 

0 

3 

Technical  Elective 

3 

11 

0 

2 

3 

12 

Ninth 

Quarter 

(Fall) 

— 

Social  Science  Elective 

3 

0 

3 

— 

Technical  Elective 

3 

0 

3 

BUSINESS  COMPUTER  PROGRAMMING 


This  curriculum  provides  the  student  with  an  understanding  of  business 
operation  principles  and  experiences  with  techniques  involved  in  handling 
business  data  with  electronic  computers.  The  BCP  student  learns  skills  in 
computer  programming,  procedures  for  planning  and  implementing  data 
processing  systems,  and  accounting  and  general  business  procedures,  all 
in  preparation  for  entering  a career  as  a data  processing  specialist.  For 
graduation,  one  hundred  and  six  quarter  credit  hours  are  required.  This 
includes  ninety-two  hours  of  required  courses,  eight  hours  of  technical 
electives  and  six  hours  of  social  science  electives.  The  Business  Computer 
Programming  graduate  is  awarded  an  Associate  in  Applied  Science  Degree. 


Course  Requirements  for 

Business  Computer  Programming  (Day  and  Evening)* 

First 


Quarter 

Hours/Week 

Qtr.  Hrs. 

(Fali) 

Course  Title 

(Class) 

(Lab) 

Credit 

EDP  110 

Computer  Literacy 

2 

2 

3 

EDP  112 

Program  Logic  & Planning 

2 

2 

3 

EDP  103 

Introduction  to 
Microcomputers 

2 

4 

4 

ENG  101 

Grammar 

3 

0 

3 

MAT  110 

Business  Mathematics 

5 

0 

5 

14 

8 

18 

Second 

Quarter 

(Winter) 

BUS  110 

Office  Machines  1 

1 

2 

2 

ENG  102 

Composition 

3 

0 

3 

BUS  120 

Accounting  1 

5 

2 

6 

EDP  101P 

1 Compiler  Language  1 

3 

2 

4 

MAT  121 

Number  Systems  & 
Boolean  Algebra 

3 

0 

3 

15 

6 

18 

Third 

Quarter 

(Spring) 

EDP  105 

Compiler  Language  II 

2 

4 

4 

BUS  121 

Accounting  II 

5 

2 

6 

MAT  105R  Business  Applications  and 
Matrix  Algebra 

3 

0 

3 

MAT  214 

Statistics 

5 

0 

5 

Fourth 

15 

6 

18 

Quarter 

(Fall) 

EDP  219 

Systems  Analysis  and 
Design 

4 

2 

5 

EDP  202 

Applications  1 

2 

4 

4 

BUS  225 

Cost  Accounting 

3 

2 

4 

— 

Technical  Elective 

5 

0 

5 

14 

8 

18 
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Fifth 

Quarter 

Hours/Week 

(Winter) 

Course  Title 

(Class) 

(Lab) 

EDP  104 

Assembly  Language 

2 

4 

EDP  203 

Applications  II 

2 

4 

BUS  115 

Business  Law  1 

3 

0 

ENG  204 

Oral  Communications 

3 

0 

Social  Science  Elective 

3 

13 

0 

8 

Sixth 

Quarter 

(Spring) 

EDP  215 

Computer  Language  Survey 

2 

2 

EDP  216 

Research  Project 

1 

8 

BUS  116 

Business  Law  II 

3 

0 

— 

Social  Science  Elective 

3 

0 

— 

Technical  Elective 

3 

0 

Qtr.  Hrs. 
Credit 

4 

4 

3 

3 

_3 

17 


3 

5 

3 

3 

3 


12  10  17 


Electives  (Day  and  Evening)* 

Suggested  Electives**  (8  hrs.  Required) 

Hours/Week  Qtr.  Hrs. 


Course  Title 

(Class) 

(Lab) 

Credit 

BUS 

101 

Introduction  to  Business 

5 

0 

5 

BUS 

125R 

Accounting  III 

5 

2 

6 

BUS 

229 

Taxes  1 

3 

2 

4 

BUS 

235 

Business  Management 

3 

0 

3 

BUS 

171 

Principles  of  Supervision 

3 

0 

3 

ECO 

102 

Economics  1 

3 

0 

3 

Social  Science  Electives  (6  hrs.  Required) 

HIS 

127 

Intro,  to  Modern  European 

Civilization 

5 

0 

5 

HIS 

201 

Intro,  to  American 

Civilization 

5 

0 

5 

POL 

103 

State  and  Local 

Government 

3 

0 

3 

POL 

201 

United  States  Government 

3 

0 

3 

PSY 

102 

General  Psychology 

3 

0 

3 

PSY 

206R 

Applied  Psychology 

3 

0 

3 

SOC 

102 

Principles  of  Sociology 

3 

0 

3 

SSC 

201 

Social  Science  1 

3 

0 

3 

SSC 

202 

Social  Science  II 

3 

0 

3 

SSC 

205 

American  Institutions 

3 

0 

3 

SSC 

212 

Marriage  and  The  Family 

3 

0 

3 

* Courses  in  this  curriculum  are  being  offered  during  evening  hours 
according  to  demand. 

**  Other  Electives  may  be  selected  subject  to  the  needs  of  the  individual 
student  and  approval  of  the  advisor. 
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CARPENTRY  AND  CABINETMAKING 


This  curriculum  is  designed  to  train  the  student  to  enter  the  basic  con- 
struction trades  prepared  to  construct,  erect,  install,  and  repairstructures  of 
wood,  plywood,  and  wallboard,  using  hand  and  power  tools.  Shop  and 
classroom  instruction  offers  the  student  the  opportunity  to  acquire  carpen- 
try skills  and  related  information,  including  a knowledge  of  mathematics, 
blueprint  reading,  methodsof  construction,  and  building  materials.  Gradu- 
ates of  the  curriculum  are  prepared  to  work  on  new  construction,  mainte- 
nance, and  repair  of  residential  and  commercial  structures,  conforming  to 
local  building  codes.  The  graduate  should  have  an  understanding  of  build- 
ing materials,  concrete  form  construction,  rough  framing,  roof  and  stair 
construction,  the  application  of  interior  and  exterior  trim  and  finishes,  and 
the  installation  of  cabinets  and  fixtures.  Whenever  possible,  live  construc- 
tion projects  will  be  provided  to  increase  the  effectiveness  of  the  instruc- 
tional program.  For  graduation  from  the  Carpentry  and  Cabinetmaking 
curriculum,  sixty-four  credit  hours  are  required. 

Course  Requirements  for 
Carpentry  and  Cabinetmaking  (Day  Only) 

First 

Quarter  Hours/Week  Qtr.  Mrs. 

(Fall)  Course  Title  (Class)  (Lab)  (Shop)  Credit 


ENG  1101 

Reading  Improvement 

3 

0 

0 

3 

MAT  1101 

Fundamentals  of  Math 

5 

0 

0 

5 

DFT  1110 

Blueprint  Reading: 
Building  Trades 

0 

3 

0 

1 

CAR  1101 

Carpentry 

3 

0 

15 

8 

11 

3 

15 

17 

Second 

Quarter 

(Winter) 

ENG  1102 

Communication  Skills 

3 

0 

0 

3 

MAT  1112 

Building  Trades  Math 

3 

0 

0 

3 

DFT  1111 

Blueprint  Reading  & 
Sketching 

0 

3 

0 

1 

CAR  1102 

Carpentry:  Framing 

3 

0 

18 

9 

9 

3 

18 

16 

Third 

Quarter 

(Spring) 

PSY  1101 

Human  Relations 

3 

0 

0 

3 

CAR  1113 

Carpentry:  Estimating 

3 

0 

3 

4 

CAR  1103 

Carpentry:  Millwork  and 
Cabinetmaking 

3 

0 

18 

9 

9 

0 

21 

16 

Fourth 

Quarter 

(Summer) 

CAR  1114 

Building  Codes 

3 

0 

0 

3 

CAR  1104 

Carpentry:  Finishing 

3 

0 

18 

9 

BUS  1106 

Business  & Industrial 
Organizations 

3 

0 

0 

3 

9 

0 

18 

15 
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CRIMINAL  JUSTICE  - PROTECTIVE  SERVICE  TECHNOLOGY 


This  curriculum  provides  the  student  with  an  understanding  of  basic 
knowledge  that  a prospective  criminal  justice  professional  needs  for  gen- 
eral employment  in  all  criminal  justice  areas.  The  curriculum  consists  of 
course  offerings  in  law  enforcement,*  corrections,  humanities,  law,  behav- 
ioral and  social  science,  administration  and  professional  ethics.  For  gradua- 
tion, one  hundred  and  sixteen  quarter  credit  hours  are  required.  Graduates 
of  the  curriculum  are  awarded  an  Associate  in  Applied  Science  Degree. 


Course  Requirements  for 

Criminal  Justice  - Protective  Service  Technology  (Day) 


First 

Quarter 

Hours/Week 

Qtr.  Hrs. 

(Fall) 

Course  Title 

(Class) 

(Lab) 

Credit 

ENG  101 

Grammar 

3 

0 

3 

CJC  101 

Intro,  to  Criminal  Justice 

5 

0 

5 

MAT  133 

Criminal  Justice 
Mathematics 

5 

0 

5 

see  102 

Principles  of  Sociology 

3 

0 

3 

16 

0 

16 

Second 

Quarter 

(Winter) 

POL  103 

State  and  Local 
Government 

3 

0 

3 

CJC  203 

Introduction  to  Corrections 

5 

0 

5 

ENG  102 

Composition 

3 

0 

3 

CJC  107 

Ethics  and  Professionalism 
in  Criminal  Justice 

4 

0 

4 

PSY  102 

General  Psychology 

3 

0 

3 

18 

0 

18 

Third 

Quarter 

(Spring) 

see  203 

Social  Problems 

3 

0 

3 

ENG  204 

Gral  Communications 

3 

0 

3 

POL  201 

United  States  Government 

3 

0 

3 

CJC  102 

Criminology 

5 

0 

5 

ENG  103 

Report  Writing 

3 

0 

3 

17 

0 

17 

* Although  not  all  of  the  standards  are  required  for  entrance  into  this  curricu- 
lum, the  Minimum  Standards  for  Employment  as  a Law  Enforcement 
Officer,  required  by  the  N.C.  Criminal  Justice  Training  and  Standards 
Council,  must  be  met  for  employment  as  a law  enforcement  officer  in 
North  Carolina. 
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Fourth 

Quarter  Hours/Week  Qtr.  Hrs. 


(Summer) 

Course  Title 

(Class) 

(Lab) 

Credit 

CJC  222 

Introduction  to  Criminal 
Justice  Planning 

3 

0 

3 

SSC  212 

Marriage  and  The  Family 

3 

0 

3 

PSY  150 

Interpersonal  Relationships 
and  Communications 

3 

0 

3 

CJC  110 

Juvenile  Delinquency 

4 

0 

4 

— 

'Elective 

3 

0 

3 

16 

0 

16 

Fifth 

Quarter 

(Fall) 

PSY  229 

Abnormal  Psychology 

5 

0 

5 

CJC  206 

Community  Relations 

3 

0 

3 

CJC  210 

Criminal  Investigations  1 

5 

0 

5 

CJC  115 

Law  1 

3 

0 

3 

16 

0 

16 

Sixth 

Quarter 

(Winter) 

CJC  216 

Law  II 

3 

0 

3 

CJC  202 

Principles  of  Rehabilitation 

4 

0 

4 

CJC  221 

Police  Crganization  and 
Administration 

4 

0 

4 

CJC  212 

Criminalistics 

5 

0 

5 

16 

0 

16 

Seventh 

Quarter 

(Spring) 

CJC  211 

Criminal  Investigations  II 

4 

0 

4 

CJC  225 

Corrections  Crganization 
and  Administration 

4 

0 

4 

CJC  205 

Evidence 

3 

0 

3 

CJC  226 

Introduction  to  Crime 
Prevention 

3 

0 

3 

— 

'Elective 

3 

0 

3 

17 

0 

17 

* One  elective  may  be  taken  in  any  two  year  Associate  Degree  program;  the 
other  elective  must  be  a Business  Administration  course. 
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Course  Requirements  for 
Criminal  Justice  (Evening) 

First 


Quarter 

Hours/Week 

Qtr.  Hrs, 

(Fall) 

Course  Title 

(Class) 

(Lab) 

Credit 

PSY  150 

Interpersonal  Relationships 

and  Communications 

3 

0 

3 

CJC  101 

Introduction  to  Criminal 

Justice 

5 

0 

5 

ENG  101 

Grammar 

3 

0 

3 

SOC  102 

Principles  of  Sociology 

3 

0 

3 

14 

0 

14 

Second 

Quarter 

(Winter) 

POL  103 

State  and  Local 

Government 

3 

0 

3 

CJC  203 

Introduction  to  Corrections 

5 

0 

5 

ENG  102 

Composition 

3 

0 

3 

PSY  102 

General  Psychology 

3 

0 

3 

14 

0 

14 

Third 

Quarter 

(Spring) 

SOC  203 

Social  Problems 

3 

0 

3 

ENG  103 

Report  Writing 

3 

0 

3 

POL  201 

United  States  Government 

3 

0 

3 

CJC  102 

Criminology 

5 

0 

5 

14 

0 

14 

Fourth 

Quarter 

(Summer) 

CJC  222 

Introduction  to  Criminal 

Justice  Planning 

3 

0 

3 

SSC  212 

Marriage  and  Family 

3 

0 

3 

CJC  110 

Juvenile  Delinquency 

4 

0 

4 

ENG  204 

Cral  Communications 

3 

0 

3 

13 

0 

13 

Fifth 

Quarter 

(Fall) 

PSY  229 

Abnormal  Psychology 

5 

0 

5 

CJC  210 

Criminal  Investigations  1 

5 

0 

5 

CJC  115 

Law  1 

3 

0 

3 

— 

‘Elective 

3 

0 

3 

16 

0 

16 
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Sixth 


Quarter 

Hours/Week 

Qtr.  Hrs. 

(Winter) 

(Class) 

(Lab) 

Credit 

CJC  216 

Law  II 

3 

0 

3 

CJC  202 

Principles  of  Rehabilitation 

4 

0 

4 

CJC  221 

Police  Organization  and 
Administration 

4 

0 

4 

CJC  206 

Community  Relations 

3 

0 

3 

14 

0 

14 

Seventh 

Quarter 

(Spring) 

CJC  211 

Criminal  Investigations  II 

4 

0 

4 

CJC  225 

Correctional  Organization 
and  Administration 

4 

0 

4 

CJC  205 

Evidence 

3 

0 

3 

CJC  226 

Introduction  to  Crime 
Prevention 

3 

0 

3 

14 

0 

14 

Eighth 

Quarter 

(Summer) 

MAT  133 

Criminal  Justice 
Mathematics 

5 

0 

5 

CJC  107 

Ethics  and  Professionalism 
in  Criminal  Justice 

4 

0 

4 

CJC  212 

Criminalistics 

5 

0 

5 

— 

‘Elective 

3 

0 

3 

17 

0 

17 

* One  elective  may  be  taken  in  any  two  year  Associate  Degree  program;  the 
other  elective  must  be  a Business  Administration  course. 
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ELECTRICAL  INSTALLATION  AND  MAINTENANCE 


Coupling  laboratory  and  shop  experience  with  classroom  instruction, 
this  curriculum  provides  basic  knowledge,  fundamentals  and  practices 
involved  in  the  electrical  trades.  The  student  is  taught  a basic  knowledge  of 
wiring  installations,  electrical  circuits  and  the  measurements  of  voltage, 
current,  power,  and  power  factor  of  single  and  polyphase  alternating  cir- 
cuits with  an  understanding  of  the  fundamentals  of  the  National  Electrical 
Code  regulations.  In  addition,  the  student  is  provided  a knowledge  of  motor 
and  motor  control  systems,  industrial  electronic  control  systems,  business 
procedures,  organization  and  practices  and  communicative  skills.  The 
graduate  of  this  curriculum  is  prepared  to  enter  an  electrical  trade  as  an 
on-the-job  trainee  or  apprentice,  assisting  in  the  planning,  layout,  installa- 
tion, check  out,  and  maintenance  of  systems  in  residential,  commercial,  or 
industrial  plants.  Whenever  possible,  live  construction  projects  will  be  pro- 
vided to  increase  the  effectiveness  of  the  instructional  program.  Seventy- 
two  quarter  credit  hours  are  required  for  graduation. 

Course  Requirements  for 

Electrical  Installation  and  Maintenance  (Evening  Only) 

First 


Quarter 

Hours/Week  Qtr.  Hrs. 

(Fall)  Course  Title 

(Class) 

(Lab) 

(Shop) 

Credit 

MAT  1115  Electrical  Math  1 
ELC  1112RADirect  and  Alternating 
Current  - Electrical  & 

5 

0 

0 

5 

Industrial 

2 

0 

9 

5 

Second 

Quarter 

(Winter) 

ELC  1112RBDirect  and  Alternating 
Current  - Electrical  & 

7 

0 

9 

10 

Industrial  (Cont.) 

ELC  1113A  Alternating  and  Direct 
Current  Machines  & 

3 

0 

3 

4 

Controls 

2 

0 

8 

5 

Third 

Quarter 

(Spring) 

ELC  1113B  Alternating  and  Direct 
Current  Machines  & 

5 

0 

11 

9 

Controls  (Cont.) 

3 

0 

4 

4 

PHY  1101  Applied  Science  1 
DFT  1110  Blueprint  Reading: 

3 

2 

0 

4 

Building  Trades 

0 

3 

0 

1 

6 

5 

4 

9 
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Fourth 

Quarter 

Hours/Week  Qtr.  Hrs. 

(Summer) 

Course  Title 

(Class) 

(Lab) 

(Shop) 

Credit 

ENG  1101 

Reading  Improvement 

3 

0 

0 

3 

DFT  1113 

Blueprint  Reading:  Elec. 

0 

3 

0 

1 

PHY  1102 

Applied  Science  II 

3 

2 

0 

4 

6 

5 

0 

8 

Fifth 

Quarter 

(Fall) 

ELC  1124 

Residential  Wiring 

5 

0 

9 

8 

5 

0 

9 

8 

Sixth 

Quarter 

(Winter) 

ELC  1125 

Commercial  and 
Industrial  Wiring 

5 

0 

12 

9 

5 

0 

12 

9 

Seventh 

Quarter 

(Spring) 

ELN  1118 

Industrial  Electronics  1 

3 

0 

6 

5 

ENG  1102 

Communications  Skills 

3 

0 

0 

3 

PSY  1101 

Human  Relations 

3 

0 

0 

3 

9 

0 

6 

11 

Eighth 

Quarter 

(Summer) 

ELN  1119 

Industrial  Electronics  II 

3 

0 

6 

5 

BUS  1106 

Business  & Industrial 
Organizations 

3 

0 

0 

3 

6 

0 

6 

8 
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ELECTRONIC  SERVICING 

This  curriculum  teaches  the  student,  through  class  and  hands-on  exper- 
iences, the  competencies  needed  to  be  an  electronics  service  person.  The 
student  acquires  skills  in  operating,  testing,  and  repairing  consumer  com- 
munications equipment  and  video  equipment  including  camera,  monitor, 
and  recording  units  for  entertainment,  surveillance,  and  industrial  applica- 
tions. New  technology  in  integrated  circuits  (1C)  both  digital  and  linear  are 
studied  through  use  of  testing,  lab  manuals,  and  hands-on  trainers.  In 
related  courses,  the  student  learns  improved  skills  in  communications  and 
human  relations  and  how  to  operate  a small  business. 

The  graduate  is  prepared  to  enter  a number  of  electronic  repair  careers 
such  as  a service  representative,  service  person,  industrial  equipment 
repair,  manufacturer  sales  representative,  inspector,  orself-employed  sales 
and  service  business  person.  For  graduation,  seventy-one  quarter  credit 
hours  are  required.  The  graduate  is  awarded  a diploma  in  Electronics 
Servicing. 

Course  Requirements  for 
Electronics  Servicing  (Day  Only) 

First 

Quarter  Hours/Week  Qtr.  Mrs. 


(Fall) 

Course  Title 

(Class) 

(Lab) 

(Shop) 

Credit 

MAT  1115 

Electrical  Math  1 

5 

0 

0 

5 

ENG  1101 

Reading  Improvements 

3 

0 

0 

3 

ELC  1112 

Direct  & Alternating 

Current  - Electronics 

5 

0 

15 

10 

13 

0 

15 

18 

Second 

Quarter 

(Winter) 

MAT  1116 

Electrical  Math  II 

5 

0 

0 

5 

ENG  1102 

Communication  Skills 

3 

0 

0 

3 

ELN  1124 

Semiconductor  Theory 

& Circuits 

5 

0 

9 

8 

ELN  1123 

Amplifier  Systems 

2 

0 

6 

4 

15 

0 

15 

20 

Third 

Quarter 

(Spring) 

ELN  1125 

Communication  & 

Video  Equipment 

2 

6 

0 

4 

ELN  1128 

Digital  & Linear 

Integrated  Circuits 

4 

15 

0 

9 

PSY  1101 

Human  Relations 

3 

0 

0 

3 

9 

21 

0 

16 

Fourth 

Quarter 

(Summer) 

ELN  1130 

Advanced  Servicing 

Techniques 

9 

15 

0 

14 

BUS  1106 

Business  & Industrial 

Organizations 

3 

0 

0 

3 

12 

15 

0 

17 
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ELECTRONICS  ENGINEERING  TECHNOLOGY 


This  curriculum  provides  a background  in  basic  electronics  related  the- 
ory with  practical  applications  of  analog  and  digital  systems  in  the  indus- 
trial, business,  biomedical,  and  other  fields.  The  courses  are  designed  to 
develop  a competent  electronics  technician  who  can  work  in  research, 
design,  development,  production,  applications,  maintenance,  sales,  or  ser- 
vice as  an  associate  engineer  or  as  a liaison  between  the  engineer  and 
skilled  craftsmen.  For  graduation,  one  hundred  and  twenty-one  quarter 
hours  are  required  including  one  hundred  and  nine  hours  of  required 
courses,  six  hours  of  technical  electives  and  six  hours  of  social  science 
electives.  The  graduate  is  awarded  the  Associate  in  Applied  Science 
Degree. 

Course  Requirements  for 
Electronics  Engineering  Technology  (Day  Only) 

First 


Quarter 

Hours/Week 

Qtr.  Mrs 

(Fall) 

Course  Title 

(Class) 

(Lab) 

Credit 

ENG  101 

Grammar 

3 

0 

3 

MAT  100R  Technical  Mathematics 

5 

0 

5 

or 

MAT  101 R Technical  Mathematics  1 

5 

0 

5 

DFT  101 

Technical  Drafting  1 

3 

6 

6 

EGR  100R  Intro,  to  Engineering 

Technology 

2 

2 

3 

13 

8 

17 

Second 

Quarter 

(Winter) 

ENG  102 

Composition 

3 

0 

3 

MAT  102 

Technical  Mathematics  II 

5 

0 

5 

PHY  101 

Physics:  Properties 
of  Matter 

3 

2 

4 

ELC  101 

Fundamentals  of 
Electricity  1 

3 

6 

6 

14 

8 

18 

Third 

Quarter 

(Spring) 

ENG  103 

Report  Writing 

3 

0 

3 

MAT  103 

Technical  Mathematics  III 

5 

0 

5 

PHY  102 

Physics:  Work,  Energy, 
Power 

3 

2 

4 

ELC  102 

Fundamentals  of 
Electricity  II 

3 

6 

6 

14 

8 

18 
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Fourth 


Quarter 

Hours/Week 

Qtr.  Hrs. 

(Summer) 

ELN  101 

Course  Title 

Electronics  Instruments  and 

(Class) 

(Lab) 

Credit 

Measurements 

1 

4 

3 

ELN  105 

Control  Devices 

5 

4 

7 

Elective 

3 

9 

0 

8 

3 

13 

Fifth 

Quarter 

(Fall) 

MAT  201 

Technical  Mathematics  IV 

5 

0 

5 

PHY  104 

Physics;  Light  and  Sound 

3 

2 

4 

ELN  205 

App.  of  Control  Devices 

5 

4 

7 

Social  Science  Elective 

3 

16 

0 

6 

3 

19 

Sixth 

Quarter 

(Winter) 

ELN  210 

Semiconductor  Circuit 

ELN  214 

Analysis 

Wave  Shaping  & Pulse 

5 

2 

6 

Circuits  1 

2 

4 

4 

DPT  115 
MAT  121 

Electronics  Drafting 
Numbering  Systems 

0 

6 

3 

and  Boolean  Algebra 

3 

0 

3 

Social  Science  Elective 

3 

13 

0 

12 

3 

19 

Seventh 

Quarter 

(Spring) 

ENG  204 
ELN  215 

Oral  Communications 
Wave  Shaping  & Pulse 

3 

0 

3 

Circuits  II 

2 

4 

4 

ELN  220 

Electronic  Systems 

5 

4 

7 

— 

Technical  Elective 

3 

13 

0 

8 

3 

17 
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Electives  (Day  Only) 

Suggested  Technical  Electives*  (6  hrs.  Required) 

Hours/Week  Qtr.  Hrs. 


Course  Title 

(Class) 

(Lab) 

Credit 

EDP 

103 

Intro,  to  Microcomputers 

5 

0 

5 

MEC  110 

Intro,  to  Heat  Transfer 

3 

2 

4 

EDP 

101R 

Compiler  Language  1 

3 

2 

4 

ELC 

201 

Electrical  Machinery 

3 

2 

4 

Social  Science  Electives  (6  hrs.  Required) 

HIS 

127 

Intro,  to  Modern  European 

Civilization 

5 

0 

5 

HIS 

201 

Intro,  to  American 

Civilization 

5 

0 

5 

POL 

103 

State  and  Local 

Government 

3 

0 

3 

POL 

201 

United  States  Government 

3 

0 

3 

PSY 

102 

General  Psychology 

3 

0 

3 

PSY 

206  R 

Applied  Psychology 

3 

0 

3 

SOC 

102 

Principles  of  Sociology 

3 

0 

3 

SSC 

201 

Social  Science  1 

3 

0 

3 

SSC 

202 

Social  Science  II 

3 

0 

3 

SSC 

205 

American  Institutions 

3 

0 

3 

SSC 

212 

Marriage  and  The  Family 

3 

0 

3 

* Other  Electives  may  be  selected  subject  to  the  needs  of  the  individual 
student  and  approval  of  the  advisor. 
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EXECUTIVE  SECRETARY 


This  curriculum  is  designed  to  provide  the  student  with  the  skill  and 
knowledge  necessary  for  entry  into  a position  as  principal  assistant  to  top 
executives.  The  first  four  quarters  are  the  same  as  the  General  Office 
(Technical  Specialty)  curriculum  which  consist  of  courses  in  typing, 
records  management,  office  machines,  machine  transcription,  office  proce- 
dures, word  processing,  basic  accounting,  mathematics,  shorthand,  com- 
munications and  personal  development  which  prepare  the  students  as 
machine  operators,  typists,  and/or  clerks  with  basic  stenographic  skills. 
During  the  second  year  advanced  courses  in  dictation  and  transcription, 
typewriting,  and  word  processing,  supplemented  by  related  courses  in 
business  law,  and  taxes  provide  the  student  with  experience  and  skills 
needed  for  employment  as  a stenographer  at  the  executive  secretary  level. 
For  graduation  the  student  must  have  one  hundred  and  thirteen  quarter 
credit  hours  including  one  hundred  and  four  hours  of  required  courses,  six 
hours  of  social  science  electives,  and  three  hours  of  electives. 


Course  Requirements  for 
Executive  Secretary  (Day  Only) 


First 

Quarter 

Hours/Week 

Qtr.  Mrs. 

(Fall) 

Course  Title 

(Class) 

(Lab) 

Credit 

BUS  102 

Typewriting  1 

1 

4 

3 

BUS  112 

Records  Management 

3 

0 

3 

BUS  110 

Office  Machines  1 

1 

2 

2 

MAT  110 

Business  Mathematics 

5 

0 

5 

ENG  101 

Grammar 

3 

0 

3 

EDP  110 

Computer  Literacy 

2 

15 

2 

8 

3 

19 

Second 

Quarter 

(Winter) 

BUS  103 

Typewriting  II 

1 

4 

3 

BUS  119R  Secretarial  Accounting 

5 

2 

6 

BUS  183 

Terminology  & Vocabulary 

3 

0 

3 

ENG  104 

Executive  Spelling 

3 

0 

3 

Social  Science  Elective 

3 

15 

0 

6 

3 

18 

Third 

Quarter 

(Spring) 

BUS  104 

Typewriting  III 

1 

4 

3 

BUS  210 

Office  Machines  II 

1 

3 

2 

BUS  211 

Machine  Transcription  1 

2 

2 

3 

BUS  106 

Shorthand  1 

3 

2 

4 

ENG  102 

Composition 

3 

0 

3 

ENG  206 

Business  Communications 

3 

13 

0 

11 

3 

18 
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Fourth 


Quarter 

Hours/Week 

Qtr.  Hrs. 

(Summer) 

Course  Title 

(Class) 

(Lab) 

Credit 

BUS  204 

Advanced  Typewriting 

1 

4 

3 

BUS  214 

Office  Procedures 

2 

2 

3 

BUS  107 

Shorthand  II 

3 

2 

4 

BUS  113 

Word  Processing  1 

1 

4 

3 

PSY  231 

Personal  Development 

3 

10 

0 

12 

3 

16 

Fifth 

Quarter 

(Fall) 

BUS  101 

Intro,  to  Business 

5 

0 

5 

ENG  204 
BUS  206 

Oral  Communications 
Dictation  and 

3 

0 

3 

Transcription  1 

3 

2 

4 

Elective 

3 

14 

0 

2 

3 

15 

Sixth 

Quarter 

(Winter) 

BUS  229 

Taxes  1 

3 

2 

4 

BUS  115 
BUS  207 

Business  Law  1 
Dictation  and 

3 

0 

3 

Transcription  II 

3 

2 

4 

BUS  212 

Machine  Transcription  II 

2 

11 

2 

6 

3 

14 

Seventh 

Quarter 

(Spring) 

BUS  205 

Production  and 

Speedbuilding 

1 

4 

3 

BUS  273 
BUS  208 

Word  Processing  II 
Dictation  and 

1 

4 

3 

Transcription  III 

3 

2 

4 

Social  Science  Elective 

3 

8 

0 

10 

3 

13 
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Electives  (Day  Only) 

Social  Science  Electives  (6  hrs.  Required) 

Hours/Week  Qtr.  Hrs. 


Course  Title 

(Class) 

(Lab) 

Credit 

COE  100 

Cooperative  Education 

Seminar 

1 

0 

1 

BUS 

215 

Secretarial/General  Office 

Applications 

0 

10 

1 

HIS 

127 

Intro,  to  Modern 

European  Civilization 

5 

0 

5 

HIS 

201 

Intro,  to  American 

Civilization 

5 

0 

5 

POL 

103 

State  and  Local  Government 

3 

0 

3 

POL 

201 

United  States  Government 

3 

0 

3 

PSY 

102 

General  Psychology 

3 

0 

3 

PSY 

206R  Applied  Psychology 

3 

0 

3 

SOC 

102 

Principles  of  Sociology 

3 

0 

3 

SSC 

201 

Social  Science  1 

3 

0 

3 

SSC 

202 

Social  Science  II 

3 

0 

3 

SSC 

205 

American  Institutions 

3 

0 

3 

SSC 

212 

Marriage  and  The  Family 

3 

0 

3 

The  student  with  a 2.5  grade  point  average  and  faculty  approval  may  be 
permitted  to  take  the  COE  100  Cooperative  Education  Seminar,  which  will 
be  offered  sixth  quarter.  This  course  is  a pre-requisite  for  BUS  21 5 Secreta- 
rial/General Office  Applications. 

Based  on  the  availability  of  job  opportunities,  a student  may  be  permitted 
to  take  BUS  215  Secretarial/General  Office  Applications.  Each  job  must 
meet  with  the  approval  of  the  COE  Coordinator. 


71 


GENERAL  EDUCATION 


This  curriculum  offers  the  student  the  opportunity  to  pursue  an  Associate 
Degree  in  General  Education  (a  two-year  degree)  from  Richmond  Techni- 
cal College.  After  earning  this  degree,  the  student  may  transfer  academic 
credit  earned  at  Richmond  Technical  College  to  a number  of  four-year 
colleges  and/or  universities  and  continue  work  toward  a baccalaureate 
degree.  Richmond  Technical  College  counselors  and  academic  advisors 
will  work  closely  with  general  education  students  in  exploring  and  under- 
standing transfer  opportunities.  It  is  the  responsibility  of  students,  however, 
to  become  acquainted  with  particular  baccalaureate  program  requirements 
at  four-year  institutions  to  which  they  intend  to  transfer. 

The  General  Education  curriculum  is  designed  to  impart  to  the  student  an 
understanding  of  the  fundamental  principles  and  contributions  of  a wide 
variety  of  disciplines.  In  addition,  this  curriculum  seeks  to  help  students 
evaluate  information,  make  informed  decisions,  communicate  clearly,  and 
think  creatively.  As  such,  the  curriculum  provides  students  with  a broad 
informational  foundation  which  can  better  prepare  them  for  a variety  of 
baccalaureate  educational  programs  or  careers.  Ninety-six  quarter  hours 
are  required  for  graduation.  The  minimum  requirement  is  to  be  earned  in  the 
following  general  disciplinary  areas: 


Disciplinary  Areas  Credit  Hours 

1.  English 25 

2.  Mathematics 5 

3.  Science 16 

(Biology,  Physical  Thought,  Computer  Science) 

4.  Humanities 25 

(Art,  Music,  Religion,  History) 

5.  Social/Behavioral  Science 25 


(Business,  Economics,  Sociology,  Psychology,  Political  Science)_ 
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Courses  will  be  offered  as  listed  whenever  possible.  Other  courses  may  be 
offered  based  on  the  needs  of  the  individual  student  and  approval  of  the 
advisor. 


Course  Requirements  for 
General  Education  (Day) 


First 

Quarter 

Hours/Week 

Qtr.  Hrs. 

(Fall) 

Course  Title 

(Class) 

(Lab) 

Credit 

ENG  105 

Composition  1 

5 

0 

5 

MAT  111 

Intro,  to  College 
Mathematics 

5 

0 

5 

PSY  101 

Introductory  Psychology 

5 

0 

5 

15 

0 

15 

Second 

Quarter 

(Winter) 

ENG  106 

Composition  II 

5 

0 

5 

BIO  111 

General  Biology 

5 

2 

6 

HIS  127 

Intro,  to  Modern  European 
Civilization 

5 

0 

5 

15 

2 

16 
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Third 

Quarter 

Hours/Week 

Qtr.  Hrs. 

(Spring) 

Course  Titie 

(Class) 

(Lab) 

Credit 

ENG  111 

Fundamentals  of  Speech 

5 

0 

5 

HIS  201 

Intro,  to  American 
Civilization 

5 

0 

5 

PHS  101 

Development  of  Physical 
Thought 

5 

0 

5 

15 

0 

15 

Fourth 

Quarter 

(Faii) 

EDP  111 

Intro,  to  Computer  Science 

5 

0 

5 

MUS  230 

Intro,  to  Music  Appreciation 

5 

0 

5 

PEL  130 

Intro,  to  Religion 

5 

0 

5 

SOC  101 

Intro,  to  Modern  Sociology 

5 

0 

5 

20 

0 

20 

Fifth 

Quarter 

(Winter) 

ENG  222 

American  Literature  to  1865 

5 

0 

5 

BUS  209 

Intro,  to  Business 

5 

0 

5 

POL  101 

Intro,  to  American  National 
Government 

5 

0 

5 

15 

0 

15 

Sixth 

Quarter 

(Spring) 

ART  205 

History  and  Appreciation 
of  Art 

5 

0 

5 

ECO  201 

Principles  of  Economics 

5 

0 

5 

ENG  223 

American  Literature 
Since  1865 

5 

0 

5 

15 

0 

15 
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Course  Requirements  for 


General  Education  (Evening) 

First 

Quarter 

Hours/Week 

Qtr.  Hrs. 

(Fail) 

Course  Title 

(Class) 

(Lab) 

Credit 

ENG  111 

Fundamentals  of  Speech 

5 

0 

5 

POL  101 

Intro,  to  American 
National  Government 

5 

0 

5 

BIO  111 

General  Biology 

5 

2 

6 

15 

2 

16 

Second 

Quarter 

(Winter) 

ENG  105 

Composition  1 

5 

0 

5 

HIS  127 

Intro,  to  Modern  European 
Civilization 

5 

0 

5 

PEL  130 

Introduction  to  Religion 

5 

0 

5 

15 

0 

15 

Third 

Quarter 

(Spring) 

ENG  106 

Composition  II 

5 

0 

5 

HIS  201 

Intro,  to  American 
Civilization 

5 

0 

5 

SOC  101 

Intro,  to  Modern  Sociology 

5 

0 

5 

15 

0 

15 

Fourth 

Quarter 

(Summer) 

EDP  111 

Intro,  to  Computer  Science 

5 

0 

5 

5 

0 

5 

Fifth 

Quarter 

(Fall) 

PHS  101 

Development  of  Physical 
Thought 

5 

0 

5 

BUS  209 

Introduction  to  Business 

5 

0 

5 

PSY  101 

Introductory  Psychology 

5 

0 

5 

15 

0 

15 

Sixth 

Quarter 

(Winter) 

ENG  222 

American  Literature  to  1865 

5 

0 

5 

ART  205 

History  & Appreciation 
of  Art 

5 

0 

5 

ECO  201 

Principles  of  Economics 

5 

0 

5 

15 

0 

15 
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Seventh 

Quarter 

Hours/Week 

Qtr.  Hrs 

(Spring) 

Course  Title 

(Class) 

(Lab) 

Credit 

MAT  111 

Intro,  to  College 
Mathematics 

5 

0 

5 

MUS  230 

Intro,  to  Music  Appreciation 

5 

0 

5 

ENG  233 

American  Literature 
Since  1865 

5 

0 

5 

15 

0 

15 

f 1 

1 /;  1 

r/  ft VMw  1 
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GENERAL  OFFICE 


This  curriculum,  with  emphasis  on  machines  and  machine  systems,  is 
aimed  at  developing  a variety  of  technical  skills  for  clerical  occupations  in 
business.  The  first  four  quarters  are  the  same  as  the  General  Office  Spe- 
cialty Curriculum  which  consists  of  courses  in  typing,  records  manage- 
ment, office  machines,  machine  transcription,  office  procedures,  word  pro- 
cessing, basic  accounting,  mathematics,  business  communications  and 
personal  development  which  prepare  the  students  as  machine  operators, 
typists,  and/or  clerks.  During  the  second  year  advanced  courses  in  machine 
transcription,  typewriting,  and  word  processing,  supplemented  by  related 
courses  in  business  law,  taxes,  and  economics  are  offered  to  help  the 
student  master  the  skills  needed  for  employment  in  the  modern  business 
office.  For  graduation,  the  student  must  have  one  hundred  and  eight  quarter 
credit  hours  — ninety-six  of  required  courses,  six  hours  of  technical  elec- 
tives, and  six  hours  of  social  science  electives. 


Course  Requirements  for 
General  Office  (Day  Only) 

First 


Quarter 

Hours/Week 

Qtr.  Mrs. 

(Fall) 

Course  Title 

(Class) 

(Lab) 

Credit 

BUS  102 

Typewriting  1 

1 

4 

3 

BUS  112 

Records  Management 

3 

0 

3 

BUS  110 

Office  Machines  1 

1 

2 

2 

MAT  110 

Business  Mathematics 

5 

0 

5 

ENG  101 

Grammar 

3 

0 

3 

EDP  110 

Computer  Literacy 

2 

15 

2 

8 

3 

19 

Second 

Quarter 

(Winter) 

BUS  103 

Typewriting  II 

1 

4 

3 

BUS  119R 
BUS  183 

Secretarial  Accounting 
Terminology  & 

5 

2 

6 

Vocabulary 

3 

0 

3 

ENG  104 

Executive  Spelling 

3 

0 

3 

Social  Science  Elective 

3 

15 

0 

6 

3 

18 

Third 

Quarter 

(Spring) 

BUS  104 

Typewriting  III 

1 

4 

3 

BUS  210 

Office  Machines  II 

1 

3 

2 

BUS  211 

Machine  Transcription  1 

2 

2 

3 

ENG  102 
ENG  206 

Composition 

Business 

3 

0 

3 

Communications 

3 

0 

3 

BUS  115 

Business  Law  1 

3 

13 

0 

9 

3 

17 
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Fourth 

Quarter 

(Summer) 

BUS  204 
BUS  214 
BUS  271 
BUS  113 
PSY  231 


Course  Title 

Advanced  Typewriting 
Office  Procedures 
Office  Management 
Word  Processing  I 
Personal  Development 


Fifth 

Quarter 

(Fall) 

BUS  101 
ENG  204 


Intro,  to  Business 
Oral  Communications 
Social  Science  Elective 
Elective 


Sixth 

Quarter 

(Winter) 

BUS  229 
BUS  212 
ECO  102 
BUS  122 


Taxes  I 

Machine  T ranscription 
Economics  I 
Basic  Finance 


Seventh 

Quarter 

(Spring) 

BUS  205  Production  and 
Speedbuilding 

BUS  273  Word  Processing  II 
BUS  116  Business  Law  II 
Elective 


Hours/Week 

Qtr.  Hrs. 

(Class) 

(Lab) 

Credit 

1 

4 

3 

2 

2 

3 

3 

0 

3 

1 

4 

3 

3 

0 

3 

10 

10 

15 

5 

0 

5 

3 

0 

3 

3 

0 

3 

3 

0 

3 

14 

0 

14 

'3 

2 

4 

2 

2 

3 

3 

0 

3 

3 

0 

3 

11 

4 

13 

1 

4 

3 

1 

4 

3 

3 

0 

3 

3 

0 

3 

8 

8 

12 
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Electives  (Day  and  Evening) 
Suggested  Technical  Electives  (6  hrs.  Required) 


Hours/Week 

Qtr.  Hrs. 

Course  Title 

(Class) 

(Lab) 

Credit 

COE 

100 

Cooperative  Education 

Seminar 

1 

0 

1 

BUS 

215 

Secretarial/General  Office 

Applications 

0 

10 

1 

BUS 

117 

Business  Law  III 

3 

0 

3 

BUS 

123 

Business  Finance  1 

3 

0 

3 

BUS 

233 

Personnel  Management 

3 

0 

3 

EDP 

103 

Intro,  to  Microcomputers 

2 

4 

4 

EDP 

116 

Business  Programming 

2 

2 

3 

Social  Science  Eiectives  (6  hrs.  Required) 

HIS 

127 

Intro,  to  Modern  European 

Civilization 

5 

0 

5 

HIS 

201 

Intro,  to  American 

Civilization 

5 

0 

5 

POL 

103 

State  and  Local 

Government 

3 

0 

3 

POL 

201 

United  States  Government 

3 

0 

3 

PSY 

102 

General  Psychology 

3 

0 

3 

PSY 

206R  Applied  Psychology 

3 

0 

3 

SOC 

102 

Principles  of  Sociology 

3 

0 

3 

SSC 

201 

Social  Science  1 

3 

0 

3 

SSC 

202 

Social  Science  II 

3 

0 

3 

SSC 

205 

American  Institutions 

3 

0 

3 

SSC 

212 

Marriage  and  The  Family 

3 

0 

3 

The  student  with  a 2.5  grade  point  average  and  faculty  approval  may  be 
permitted  to  take  the  COE  100  Cooperative  Education  seminar  which  will  be 
offered  sixth  quarter.  This  course  is  a pre-requisite  for  BUS  215  (Secretar- 
ial/General Office  Applications). 

Based  on  the  availability  of  job  opportunities,  a student  may  be  permitted 
to  take  BUS  215  (Secretarial/General  Office  Applications)  which  will  be 
offered  the  seventh  quarter.  Each  job  must  meet  with  the  approval  of  the 
COE  Coordinator. 
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Course  Requirements  for 
General  Office  (Evening) 

First 


Quarter 

Hours/Week 

Qtr.  Hrs. 

(Fall) 

Course  Title 

(Class) 

(Lab) 

Credit 

BUS  102 

Typewriting  1 

1 

4 

3 

BUS  112 

Records  Management 

3 

0 

3 

MAT  110 

Business  Mathematics 

5 

0 

5 

ENG  104 

Executive  Spelling 

3 

12 

0 

4 

3 

14 

Second 

Quarter 

(Winter) 

BUS  103 

Typewriting  II 

1 

4 

3 

BUS  110 

Office  Machines  1 

1 

2 

2 

ENG  101 

Grammar 

3 

0 

3 

Social  Science  Elective 

3 

8 

0 

6 

3 

11 

Third 

Quarter 

(Spring) 

BUS  104 

Typewriting  III 

1 

4 

3 

ENG  102 

Composition 

3 

0 

3 

BUS  210 

Office  Machines  II 

1 

3 

2 

BUS  271 

Office  Management 

3 

8 

0 

7 

3 

11 

Fourth 

Quarter 

(Fall) 

BUS  204 
BUS  183 

Advanced  Typewriting 
Terminology  & 

1 

4 

3 

Vocabulary 

3 

0 

3 

EDP  110 

Computer  Literacy 

2 

2 

3 

BUS  115 

Business  Law  1 

3 

9 

0 

6 

3 

12 

Fifth 

Quarter 

(Winter) 

BUS  119R 

Secretarial  Accounting 

5 

2 

6 

BUS  214 

Office  Procedures 

2 

2 

3 

PSY  231 

Personal  Development 

3 

10 

0 

4 

3 

12 

Sixth 

Quarter 

(Spring) 

BUS  211 

Machine  Transcription  1 

2 

2 

3 

ENG  206 

Business  Communications 

3 

0 

3 

BUS  113 

Word  Processing  1 

1 

4 

3 

Social  Science  Elective 

3 

9 

0 

6 

3 

12 
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Seventh 

Quarter 

Hours/Week 

Qtr.  Mrs. 

(Fall) 

Course  Title 

(Class) 

(Lab) 

Credit 

BUS  122 

Basic  Finance 

3 

0 

3 

BUS  101 
BUS  205 

Introduction  to  Business 
Production  & 

5 

0 

5 

Speedbuilding 

1 

4 

3 

— 

Elective 

3 

12 

0 

4 

3 

14 

Eighth 

Quarter 

(Winter) 

BUS  273 

Word  Processing  II 

1 

4 

3 

BUS  212 

Machine  Transcription  II 

2 

2 

3 

ECO  102 

Economics  1 

3 

0 

3 

Elective 

3 

9 

0 

6 

3 

12 

Ninth 

Quarter 

(Spring) 

BUS  229 

Taxes  1 

3 

2 

4 

BUS  116 

Business  Law  II 

3 

0 

3 

ENG  204 

Oral  Communications 

3 

9 

0 

2 

3 

10 

The  student  with  a 2.5  grade  point  average  and  faculty  approval  may  be 
permitted  to  take  the  COE  100  Cooperative  Education  Seminar  which  will 
be  offered  sixth  quarter.  This  course  is  a prerequisite  for  BUS  215  (Secretar- 
ial/General Office  Applications). 

Based  on  the  availability  of  job  opportunities,  a student  may  be  permitted 
to  take  BUS  215  (Secretarial/General  Office  Applications)  which  will  be 
offered  the  seventh  quarter.  Each  job  must  meet  with  the  approval  of  the 
COE  Coordinator. 
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GENERAL  OFFICE  (TECHNICAL  SPECIALTY) 

This  one  year  technical  specialty  curriculum  is  designed  to  provide  the 
student  with  entry-level  skills  in  a variety  of  office  occupations.  Courses  in 
typing,  records  management,  office  machines,  machine  transcription, 
office  procedures,  word  processing,  basic  accounting,  mathematics,  and 
business  law  or  shorthand,  prepare  the  students  as  machine  operators, 
typists  or  clerks.  In  addition,  courses  in  communications  and  personal 
development  assist  the  student  in  acquiring  the  skills  necessary  to  function 
and  relate  to  others  in  an  office  environment.  Upon  successful  completion 
of  the  courses  required  (sixty-nine  to  seventy-one  quarter  credit  hours),  the 
student  will  be  awarded  a diploma.  A student  who  successfully  completes 
this  curriculum  may  elect  to  proceed  into  the  General  Office  or  Executive 
Secretary  curricula  and  will  receive  full  credit  for  the  first  year  in  either  of 
those  programs.  The  student’s  election  is  dependent  upon  the  option  the 
student  chooses  in  the  third  and  fourth  quarters. 


Course  Requirements  for 
General  Office  (Technical  Specialty)  (Day) 


First 

Quarter 

Hours/Week 

Qtr.  Hrs. 

(Fall) 

Course  Title 

(Class) 

(Lab) 

Credit 

BUS  102 

Typewriting  1 

1 

4 

3 

BUS  112 

Records  Management 

3 

0 

3 

BUS  110 

Office  Machines  1 

1 

2 

2 

MAT  110 

Business  Mathematics 

5 

0 

5 

ENG  101 

Grammar 

3 

0 

3 

EDP  110 

Computer  Literacy 

2 

15 

2 

8 

3 

19 

Second 

Quarter 

(Winter) 

BUS  103 

Typewriting  II 

1 

4 

3 

BUS  119R 
BUS  183 

Secretarial  Accounting 
Terminology  & 

5 

2 

6 

Vocabulary 

3 

0 

3 

ENG  104 

Executive  Spelling 

3 

0 

3 

Social  Science  Elective 

3 

15 

0 

6 

3 

18 

Third 

Quarter 

(Spring) 

BUS  104 

Typewriting  III 

1 

4 

3 

BUS  210 

Office  Machines  II 

1 

3 

2 

BUS  211 

Machine  Transcription  1 

2 

2 

3 

ENG  102 

Composition 

3 

0 

3 

ENG  206 

Business  Communications 

3 

0 

3 

BUS  106* 

Shorthand  1 

3 

2 

4 

or 

BUS  115** 

' Business  Law  1 

3 

13 

0 

11  or  9 

3 

18  or  17 
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Fourth 


Quarter 

Hours/Week 

Qtr.  Hrs. 

(Summer) 

Course  Title 

(Class) 

(Lab) 

Credit 

BUS 

204 

Advanced  Typewriting 

1 

4 

3 

BUS 

214 

Office  Procedures 

2 

2 

3 

BUS 

113 

Word  Processing  1 

1 

4 

3 

PSY 

231 

Personal  Development 

3 

0 

3 

BUS 

271*. 

Office  Management 

3 

0 

3 

or 

BUS 

107* 

Shorthand  II 

3 

2 

4 

10 

10  or  12 

15  or  16 

Electives  (Day  and  Evening) 

Social  Science  Electives*** 

(3  hrs.  Required) 

Hours/Week 

Qtr.  Hrs. 

Course  Title 

(Class) 

(Lab) 

Credit 

HIS 

127 

Intro,  to  Modern  European 

Civilization 

5 

0 

5 

HIS 

201 

Intro,  to  American 

Civilization 

5 

0 

5 

POL 

103 

State  and  Local 

Government 

3 

0 

3 

POL 

201 

United  States  Government 

3 

0 

3 

PSY 

102 

General  Psychology 

3 

0 

3 

PSY 

206R  Applied  Psychology 

3 

0 

3 

SOC 

102 

Principles  of  Sociology 

3 

0 

3 

SSC 

201 

Social  Science  1 

3 

0 

3 

SSC 

202 

Social  Science  II 

3 

0 

3 

SSC 

205 

American  Institutions 

3 

0 

3 

SSC 

212 

Marriage  and  The  Family, 

3 

0 

3 

* Must  be  taken  by  the  student  who  plans  to  go  into  the  Executive 
Secretary  curriculum. 

**  Must  be  taken  by  the  student  who  plans  to  go  into  the  General  Office 
curriculum. 

***  Other  Electives  may  be  selected  subject  to  the  needs  of  the  individual 
student  and  approval  of  the  advisor. 
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Course  Requirements  for 
General  Office  (Technical  Specialty)  (Evening) 


First 

Quarter 

Hours/Week 

Qtr.  Hrs. 

(Fall) 

Course  Title 

(Class) 

(Lab) 

Credit 

BUS  102 

Typewriting  1 

1 

4 

3 

BUS  112 

Records  Management 

3 

0 

3 

MAT  110 

Business  Mathematics 

5 

0 

5 

ENG  104 

Executive  Spelling 

3 

12 

0 

4 

3 

14 

Second 

Quarter 

(Winter) 

BUS  103 

Typewriting  II 

1 

4 

3 

BUS  110 

Office  Machines  1 

1 

2 

2 

ENG  101 

Grammar 

3 

0 

3 

Social  Science  Elective 

3 

8 

0 

6 

3 

11 

Third 

Quarter 

(Spring) 

BUS  104 

Typewriting  III 

1 

4 

3 

ENG  102 

Composition 

3 

0 

3 

BUS  210 

Office  Machines  II 

1 

3 

2 

BUS  271 

Office  Management 

3 

8 

0 

7 

3 

11 

Fourth 

Quarter 

(Fall) 

BUS  204 
BUS  183 

Advanced  Typewriting 
Terminology  & 

1 

4 

3 

Vocabulary 

3 

0 

3 

EDP  110 

Computer  Literacy 

2 

2 

3 

BUS  115 

Business  Law  1 

3 

9 

0 

6 

3 

12 

Fifth 

Quarter 

(Winter) 

BUS  1 19R  Secretarial  Accounting 

5 

2 

6 

BUS  214 

Office  Procedures 

2 

2 

3 

PSY  231 

Personal  Development 

3 

10 

0 

4 

3 

12 

Sixth 

Quarter 

(Spring) 

BUS  211 

Machine  Transcription  1 

2 

2 

3 

ENG  206 

Business  Communications 

3 

0 

3 

BUS  113 

Word  Processing  1 

1 

6 

4 

6 

3 

9 
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INDUSTRIAL  MAINTENANCE 


This  curriculum  is  designed  to  prepare  a graduate  to  repair  and  maintain 
machinery,  electrical  wiring  and  fixtures,  and  hydraulic  and  pneumatic 
devices  found  in  industrial  establishments.  Courses  teach  the  student:  how 
to  follow  directions  from  blueprints,  sketches,  manuals  and  codes,  use  of 
hand  and  machine  tools;  operation  of  metal-working  machines  (such  as 
lathe,  milling  machine,  drill  press),  and  measurement  and  testing  instru- 
ments; how  to  diagnose  malfunctions  of  industrial  machines;  installation  of 
machine  parts,  assembly  of  wires,  insulation  and  electrical  components 
using  hand  tools  and  soldering  equipment  and;  how  to  test  electrical  com- 
ponents to  locate  shorts,  faulty  connections  and  defective  parts.  Upon 
completion  of  the  curriculum,  the  student  is  prepared  to  be  an  electrome- 
chanical serviceman,  able  to  install,  maintain  and  service  electrical  and 
mechanical  equipment.  For  graduation,  seventy-one  quarter  credit  hours 
are  required.  The  graduate  is  awarded  a diploma  in  Industrial  Maintenance. 


Course  Requirements  for 
Industrial  Maintenance*  (Evening) 


First 

Quarter 

(Fall)  Course  Title 

ENG  1101  Reading  Improvement 
MEC  1101 A Machine  Shop  Theory 
and  Practice  I 
WLD  1103  Welding 


Hours/Week 
(Class)  (Lab)  (Shop) 

3 0 0 

1 0 6 

0 _0  ^ 

4 0 9 


Second 

Quarter 

(Winter) 

DFT  1104  Blueprint  Reading  I: 

Mechanical  1 

MAT  1101  Fundamentals  of  Math  5 

MEC  1 101 B Machine  Shop  Theory 

and  Practice  I (cont.)  2 

8 


2 0 
0 0 

0 _6 
2 6 


Third 

Quarter 

(Spring) 

ENG  1102  Communications  Skills  3 

PSY  1101  Human  Relations  3 

MEC  1102A  Machine  Shop  Theory 

and  Practice  II  1 

7 

Fourth 

Quarter 

(Summer) 

MEC  1140  Hydraulics  3 

BUS  1106  Business  and  Industrial 

Organizations  3 

MEC  1102B  Machine  Shop  Theory 

and  Practice  II  (cont.)  2 

8 


0 0 
0 0 

0 _6 
0 6 


0 0 

0 0 

0 _6 
0 6 


Qtr.  Mrs. 
Credit 

3 

3 

1 

7 


2 

5 

_4 

11 


3 

3 

3 

9 


3 

3 

4 
10 


84 


Fifth 

Quarter 

(Fall)  Course  Title 

MAT  1115  Electical  Mathematics  I 
ELC  1112RADirect  and  Alternating 
Current  - Electrical  & 
Industrial 

Sixth 

Quarter 

(Winter) 

ELC1112RB  Direct  and  Alternating 
Current  - Electrical 
& Industrial  (Cent.) 

ELC  1 1 13A  Alternating  and  Direct 
Current  - Machines  & 
Controls 


Hours/Week  Qtr.  Hrs. 
(Class)  (Lab)  (Shop)  Credit 

5 0 0 5 


^ ^ A -5 

7 0 9 10 


3 0 3 4 


^ _0_  A -5 

5 0 11  9 


Seventh 

Quarter 

(Spring) 

ELC  1113B  Alternating  and  Direct 
Current  - Machines  and 

Controls  (cont.)  3 0 4 4 

MEC  1133  Electrical  and 

Mechanical  Maintenance  I A A A 

6 0 10  9 


Eighth 

Quarter 

(Summer) 

MEC  1134  Electrical  & Mechanical 

Maintenance  II  3 0 6 5 

DFT  1 1 13  Blueprint  Reading: 

Electrical  A ^ J- 

3 3 6 6 


* Courses  in  this  curriculum  will  be  offered  day  and  evening  beginning  fall 
quarter  1984. 
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MACHINIST 


The  machinist  is  a skilled  metal  worker  who  knows  how  to  use  hand  and 
machine  tools  to  shape  metal  parts  to  blueprint  specifications.  About  half 
the  curriculum  at  Richmond  Technical  College  is  devoted  to  hands  on  work 
using  the  lathe,  milling  machine,  shaper,  grinder,  drill  press  and  other 
modern  machine  and  hand  tools.  Shop  practice  teaches  the  student  howto 
select  and  use  the  right  tools  and  machining  operations  in  the  order 
required. 

The  student  makes  the  necessary  calculations  for  correct  machining 
speeds,  tool  feeds  and  dimensional  accuracy  of  the  workpiece.  Using  preci- 
sion measuring  and  gauging  devices  the  student  achieves  required  shape 
and  dimensions  tothousandths  of  an  inch.  The  student  will  have  the  oppor- 
tunity to  do  machining  operations  using  digital  and  computer  numerical 
control  equipment  with  a computer  aided  machining  (CAM)  system. 

After  four  quarters  of  study,  the  machine  trades  graduate  is  prepared  to 
enter  a career  as  a precision  machine  operator,  a precision  measurement 
worker  or  other  related  areas  of  the  metal  working  trade  with  a utility 
company,  industry  or  government.  For  graduation,  seventy-four  quarter 
credit  hours  are  required.  The  graduate  is  awarded  a diploma  in  the  Machin- 
ist curriculum. 

Course  Requirements  for  Machinist 
(Day  Only) 

First 


Quarter  Hours/Week  Qtr.  Hrs. 


(Fall) 

Course  Title 

(Class) 

(Lab) 

(Shop) 

Credit 

MEC 

1101 

Machine  Shop  Theory 
& Practice  1 

3 

0 

12 

7 

MAT 

1101 

Fundamentals  of  Math 

5 

0 

0 

5 

DFT 

1104 

Blueprint  Reading  1: 
Mechanical 

1 

2 

0 

2 

ENG 

1101 

Reading  Improvement 

3 

0 

0 

3 

ISC 

1101 

Industrial  Safety 

3 

0 

0 

3 

15 

2 

12 

20 

Second 

Quarter 

(Winter) 


MEC 

1102 

Machine  Shop  Theory 
& Practice  II 

3 

0 

12 

7 

MAT 

1103 

Vocational  Math  1 

3 

0 

0 

3 

DFT 

1105 

Blueprint  Reading  II; 
Mechanical 

0 

3 

0 

1 

PHY 

1101 

Applied  Science  1 

3 

2 

0 

4 

ENG 

1102 

Communications  Skills  ’ 

3 

0 

0 

3 

12 

5 

12 

18 
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Third 

Quarter 

(Spring) 

MEC  1103 

MEC  1118 
MAT  1104 
PSY  1101 
DPT  1106 


Course  Title 

Machine  Shop  Theory 
& Practice  III 
Introduction  to  Metals 
Vocational  Math  II 
Human  Relations 
Blueprint  Reading  III; 
Mechanical 


Hours/Week  Qtr.  Hrs. 
(Class)  (Lab)  (Shop)  Credit 


3 0 
3 2 
3 0 
3 0 

1 2 
13  4 


12 
0 
0 
0 

_0  _2 

12  19 


Fourth 

Quarter 


(Summer) 

MEC 

1104 

Machine  Shop  Theory 
& Practice  IV 

3 

0 

12 

7 

MEC 

1119 

Applied  Metallurgy 

2 

3 

0 

3 

BUS 

1106 

Business  and  industrial 
Organization 

3 

0 

0 

3 

WLD 

1103 

Welding 

0 

0 

3 

1 

MAT 

1123 

Machinist  Mathematics 

3 

0 

0 

3 

11 

3 

15 

17 
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GO  CO 


MASONRY 


Courses  in  this  curriculum  impart  knowledge  of  basic  mathematics,  blue- 
print reading,  and  masonry  technology  including  methods  used  in  laying 
out  a masonry  job  with  specific  reference  to  rigid  insulation,  refractories, 
and  masonry  units  specified  for  residential,  commercial,  and  industrial 
construction.  The  graduate  is  prepared  to  lay  brick  as  well  as  blocks  made 
of  tile,  concrete,  glass,  gypsum  or  terra  cotta  and  to  construct  or  repair 
walls,  partitions,  arches,  sewers,  furnaces  and  other  masonry  structures. 
Career  possibilities  for  the  graduate  include  employment  in  new  building 
construction,  repair,  alteration  or  modernization,  or  self-employment,  with 
the  potential  of  becoming  a foreman,  inspector  or  contractor.  Wherever 
possible,  live  construction  projects  will  be  provided  to  increase  the  effec- 
tiveness of  the  instructional  program.  Sixty-four  quarter  credit  hours  are 
required  for  graduation.  The  graduate  is  awarded  a diploma  in  Masonry. 

Course  Requirements  for  Masonry 
(Day  Only) 

First 

Quarter  Hours/Week  Qtr.  Mrs. 

(Fall)  Course  Title  (Class)  (Lab)  (Shop)  Credit 


MAS  1101 

Bricklaying  1 

3 

0 

15 

8 

MAT  1101 

Fundamentals  of  Math  5 

0 

0 

5 

DFT  1110 

Blueprint  Reading: 
Building  Trades 

0 

3 

0 

1 

ENG  1101 

Reading  Improvement 

3 

0 

0 

3 

11 

3 

15 

17 

Second 

Quarter 

(Winter) 

MAS  1102 

Bricklaying  II 

5 

0 

15 

10 

MAT  1112 

Building  Trades  Math 

3 

0 

0 

3 

DFT  1111 

Blueprint  Reading  and 
Sketching 

0 

3 

0 

1 

ENG  1102 

Communication  Skills 

3 

0 

0 

3 

11 

3 

15 

17 

Third 

Quarter 

(Spring) 

MAS  1103 

Bricklaying  III 

5 

0 

15 

10 

PSY  1101 

Human  Relations 

3 

0 

0 

3 

MAS  1114 

Building  Codes 

3 

0 

0 

3 

11 

0 

15 

16 

Fourth 

Quarter 

(Summer) 

MAS  1104 

Bricklaying  IV 

5 

0 

15 

10 

MAS  1113 

Masonry  Estimating 

3 

0 

3 

4 

BUS  1106 

Business  and  Industrial 
Organization 

3 

0 

0 

3 

11 

0 

18 

17 
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MECHANICAL  DRAFTING  & DESIGN  TECHNOLOGY 


The  student  in  this  curriculum  studies  mechanical  drafting  and  engineer- 
ing analysis  which  prepares  him/her  for  mechanical  design  work.  Courses 
in  computer  aided  drafting,  technical  drafting,  heattransfer,  electrical  sys- 
tems, metallurgy,  hydraulics  and  pneumatics  prepare  the  student  for  a 
career  as  a mechanical  technologist,  working  in  the  area  between  the 
production  phase  and  the  design  engineer.  In  order  to  graduate,  the 
Mechanical  Drafting  & Design  Technology  student  must  acquire  one 
hundred  and  twenty-one  hours  of  required  courses  and  six  hours  of  social 
scienceelectivesfor  a total  of  one  hundred  and  twenty-seven  quarter  credit 
hours.  The  graduate  is  awarded  an  Associate  in  Applied  Science  Degree. 

Course  Requirements  for 
Mechanical  Drafting  & Design  Technoiogy 
(Day  and  Evening)* 

First 


Quarter  Hours/Week  Qtr.  Hrs. 


(Fall) 

Course  Title 

(Class) 

(Lab) 

Credit 

ENG  101 

Grammar 

3 

0 

3 

MAT  100R  Technical  Mathematics 

5 

0 

5 

or 

MAT  101 R Technical  Mathematics  1 

5 

0 

5 

DFT  101 

Technical  Drafting  1 

3 

6 

6 

EGR  100R  Intro,  to  Engineering  Tech. 

2 

2 

3 

13 

8 

17 

Second 

Quarter 

(Winter) 

ENG  102 

Composition 

3 

0 

3 

MAT  102 

Technical  Mathematics  II 

5 

0 

5 

PHY  101 

Physics:  Properties  of 

Matter 

3 

2 

4 

DFT  102 

Technical  Drafting  II 

0 

6 

3 

MEC  101 

Machine  Processes  1 

1 

5 

3 

12 

13 

18 

Third 

Quarter 

(Spring) 

ENG  103 

Report  Writing 

3 

0 

3 

MAT  103 

Technical  Mathematics  III 

5 

0 

5 

PHY  102 

Physics:  Work,  Energy, 

Power 

3 

2 

4 

MEC  102 

Machine  Process  II 

1 

5 

3 

DFT  103 

Technical  Drafting  III 

0 

6 

3 

12 

13 

18 

* Courses  in  this  curriculum  are  currently  being  offered  during  evening 
hours  according  to  demand. 
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Fourth 


Quarter 

Hours/Week 

Qtr.  Hrs. 

(Summer) 

Course  Title 

(Class) 

(Lab) 

Credit 

MEC  110 

Intro,  to  Heat  Transfer 

3 

2 

4 

ELC  120 

Intro,  to  Electrical  Systems 

4 

2 

5 

DFT  204 

Descriptive  Geometry 

2 

9 

4 

8 

4 

13 

Fifth 

Quarter 

(Fall) 

ENG  204 

Oral  Communications 

3 

0 

3 

DFT  201 

Technical  Drafting  IV 

2 

6 

5 

PHY  106 

Applied  Mechanics 

5 

0 

5 

MAT  201 

Technical  Mathematics  IV 

5 

0 

5 

MEC  210 

Physical  Metallurgy 

3 

18 

3 

9 

4 

22 

Sixth 

Quarter 

(Winter) 

DFT  205 

Design  Drafting  1 

2 

6 

5 

MEC  207 

Kinematics 

4 

0 

4 

MEC  205 

Strength  of  Materials 

3 

2 

4 

DFT  115 

Electronics  Drafting 

0 

6 

3 

Social  Science  Elective 

3 

12 

0 

14 

3 

19 

Seventh 

Quarter 

(Spring) 

DFT  206 

Design  Drafting  II 

2 

6 

5 

MEC  235 

Hydraulics  & Pneumatics 

3 

2 

4 

ELC  201 

Electrical  Machinery 

3 

2 

4 

EDP  103 

Intro,  to  Microcomputers 

2 

4 

4 

HIS  127 

Social  Science  Elective 

Social  Science  Eiectives 

Intro,  to  Modern 

3 0 

13  14 

(6  hrs.  Required) 

3 

20 

HIS  201 

European  Civilization 
Intro,  to  American 

5 

0 

5 

POL  103 

Civilization 
State  and  Local 

5 

0 

5 

POL  201 

Government 
United  States 

3 

0 

3 

Government 

3 

0 

3 

PSY  102 

General  Psychology 

3 

0 

3 

PSY  206R 

Applied  Psychology 

3 

0 

3 

SOC  102 

Principles  of  Sociology 

3 

0 

3 

SSC  201 

Social  Science  1 

3 

0 

3 

SSC  202 

Social  Science  II 

3 

0 

3 

SSC  205 

American  Institutions 

3 

0 

3 

SSC  212 

Marriage  and  The  Family 

3 

0 

3 
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PERSONAL  ACHIEVEMENT  CURRICULUM 


The  Personal  Achievement  Curriculum  is  designed  for  students  who  have 
basic  skill  deficiencies  in  reading,  mathematics,  writing,  spelling,  and 
grammar.  The  program  prepares  students  for  success  in  vocational,  techni- 
cal, and  general  education  curricula.  It  is  designed  to  allow  students  to  start 
at  their  own  levels,  progress  at  their  own  rates,  and  exit  when  they  possess 
the  basic  skills  necessary  for  success  in  their  chosen  curriculum  programs. 
To  promote  the  best  possible  environment  for  learning,  classes  are  small, 
instructional  methods  are  flexible,  and  teachers  have  a special  concern  for 
each  student.  The  program  encourages  positive  attitudes,  realistic  goal 
setting,  and  good  study  habits. 


Course  Requirements  for 

Personal  Achievement  Curriculum  (Day  and  Evening) 


First 

Quarter 

Hours/Week 

Qtr.  Hrs. 

(Fall) 

Course  Title 

(Class) 

(Lab) 

(Shop) 

Credit 

ENG  010 

Communication  Skills  1 

5 

0 

0 

5 

REA  001 

Reading  1 

5 

0 

0 

5 

MAT  001 

Mathematics  1 

5 

0 

0 

5 

15 

0 

0 

15 

Second 

Quarter 

(Winter) 

REA  002 

Reading  II 

5 

0 

0 

5 

MAT  002 

Mathematics  II 

5 

0 

0 

5 

ENG  020 

Communications  Skills  II 

5 

0 

0 

5 

15 

0 

0 

15 

Third 

Quarter 

(Spring) 

REA  003 

Reading  III 

5 

0 

0 

5 

MAT  003 

Mathematics  III 

5 

0 

0 

5 

ENG  030 

Communication  Skills  III 

5 

0 

0 

5 

15 

0 

0 

15 

Fourth 

Quarter 

(Summer) 

REA  004 

Reading  IV 

5 

0 

0 

5 

MAT  004 

Mathematics  IV 

5 

0 

0 

5 

ENG  040 

Communication  Skills  IV 

5 

0 

0 

5 

15 

0 

0 

15 
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PRACTICAL  NURSING 


The  practical  nurse,  working  under  the  direction  of  a registered  nurse  or  a 
physician,  provides  nursing  care  in  a variety  of  medical  settings.  This  cur- 
riculum, through  classroom,  laboratory,  and  clinical  experience  at  area 
medical  facilities,  provides  instruction  in  medical-surgical  nursing,  maternal- 
child  care,  and  pharmacology.  The  graduate  is  prepared  to  take  the 
National  Council  Licensure  Examination  required  to  practice  as  a licensed 
practical  nurse. 

First 

Quarter  Hours/Week  Qtr.  Hrs. 

(Fall)  Course  Title  (Class)  (Lab)  (Clinic)  Credit 


NUR  1101 

Fund,  of  Prac.  Nursing 

7 

6 

0 

10 

BIO  1101 

Anatomy  - Physiology 

5 

2 

0 

6 

PSY  102 

General  Psychology 

3 

0 

0 

3 

MAT  1119 

Math  for  Prac.  Nurses 

3 

0 

0 

3 

18 

8 

0 

22 

Second 

Quarter 

(Winter) 

PSY  120 

Growth  & Development 

3 

0 

0 

3 

NUR  1102 

Med-Surg.  Nursing  1 

5 

0 

0 

5 

NUR  1105 

Pharmacology 

5 

0 

0 

5 

NUT  101 

Nutrition  & Diet 
Therapy 

3 

0 

0 

3 

NUR  1112 

Clinical  Nursing  1 

0 

0 

15 

5 

16 

0 

15 

21 

Third 

Quarter 

(Spring) 

NUR  1103 

Med-Surg.  Nursing  II 

4 

0 

0 

4 

NUR  1113 

Nursing  of  Children 

4 

0 

0 

4 

NUR  1123 

Maternity  Nursing 

4 

0 

0 

4 

NUR  1133 

Clinical  Nursing  II 

0 

0 

21 

7 

12 

0 

21 

19 

Fourth 

Quarter 

(Summer) 

NUR  1104 

Med-Surg.  Nursing  III 

3 

0 

0 

3 

ENG  101 

Grammar 

3 

0 

0 

3 

NUR  1106 

Practical  Nsg.  Seminar 

3 

0 

0 

3 

NUR  1114 

Clinical  Nursing  III 

0 

0 

21 

7 

9 

0 

21 

16 
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VENDING  MACHINE  MAINTENANCE 


This  curriculum,  one  of  the  very  few  in  the  United  States,  provides  the 
student  with  the  necessary  knowledge  and  skills  to  service,  install,  maintain, 
and  repair  all  types  of  vending  machines.  Courses  develop  the  ability  to 
trace  and  identify  electrical  malfunctions,  to  use  schematic  diagrams  to 
trace  electrical  circuits,  and  to  understand  refrigeration,  heating,  and  coin 
mechanisms.  Related  courses  in  communication  skills,  human  relations, 
and  business  and  industrial  organizations  provide  the  student  with  addi- 
tional knowledge  needed  for  success.  Seventy-one  quarter  credit  hours  are 
required  for  graduation.  The  graduate  is  awarded  a diploma  in  Vending 
Machine  Maintenance. 


Course  Requirements  for 
Vending  Machine  Maintenance  (Day  Only) 

First 

Quarter  Hours/Week  Qtr.  Hrs. 

(Fall)  Course  Title  (Class)  (Lab)  (Shop)  Credit 


MAT 

1115 

Electrical  Mathematics  1 

5 

0 

0 

5 

ENG 

1101 

Reading  Improvement 

3 

0 

0 

3 

ELC 

1161 

Basic  Elec  - Electronics 

2 

0 

3 

3 

MEC 

1252 

Coin  & Currency 
Changers 

1 

0 

6 

3 

MEC 

1253 

Mechanical  Vending 
Machine 

3 

0 

6 

5 

14 

0 

15 

19 

Second 

Quarter 

(Winter) 

ENG 

1102 

Communication  Skills 

3 

0 

0 

3 

AHR 

1102 

Basic  Refrigeration 

3 

0 

3 

4 

MEC 

1256 

Beverage  Machines-Cold 

4 

0 

9 

7 

PHY 

1101 

Applied  Science  1 

3 

2 

0 

4 

13 

2 

12 

18 

Third 

Quarter 

(Spring) 

AHR 

1103 

Refrigeration  Servicing 

3 

0 

6 

5 

MEC 

1257 

Beverage  Machines  - Hot 

3 

0 

6 

5 

PSY 

1101 

Human  Relations 

3 

0 

0 

3 

WLD 

1101 

Basic  Gas  Welding 

0 

0 

3 

1 

PHY 

1102 

Applied  Science  II 

3 

2 

0 

4 

12 

2 

15 

18 

Fourth 

Quarter 

(Summer) 

MEC 

1258 

Electrically  Operated 
Vending  Machines 

3 

0 

6 

5 

MEC 

1259 

Vending  Machine  Install. 
Service  & Maintenance 

4 

0 

12 

8 

BUS 

1106 

Business  and  Industrial 
Organizations 

3 

0 

0 

3 

10 

0 

18 

16 
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WELDING 


The  curriculum  is  designed  to  provide  a sound  understanding  of  the 
principles,  methods,  techniques  and  skills  essential  in  the  welding  field  and 
metals  industry.  In  the  classroom,  the  student  is  taught  theory  and  pro- 
cesses of  welding.  In  the  shop,  the  student  learns  electric  arc,  acetylene, 
mig  and  tig  welding  plus  related  techniques  of  cutting.  Related  courses 
teach  mathematics,  basic  metallurgy,  physics  and  blueprint  reading,  as  well 
as  communication  skills  and  human  relations.  The  graduate  is  prepared  to 
enter  a welding  career  in  a wide  variety  of  industries  from  production  shop 
to  aerospace.  Richmond  Technical  College  requires  seventy-three  credit 
hours  for  graduation.  The  graduate  is  awarded  a diploma  in  Welding. 

Course  Requirements  for  Welding 
(Day) 

First 

Quarter  Hours/Week  Qtr.  Hrs. 


(Fall) 

Course  Title 

(Class) 

(Lab) 

(Shop) 

Credit 

WLD  1141 

Welding  1 

5 

0 

15 

10 

MAT  1101 

Fundamentals  of  Math 

5 

0 

0 

5 

DFT  1104 

Blueprint  Reading  1: 
Mechanical 

1 

2 

0 

2 

ENG  1101 

Reading  Improvement 

3 

0 

0 

3 

14 

2 

15 

20 

Second 

Quarter 

(Winter) 

WLD  1142 

Welding  II 

5 

0 

15 

10 

MAT  1103 

Vocational  Math  1 

3 

0 

0 

3 

MEC  1113R 

Welding  Metallurgy 

3 

0 

0 

3 

PHY  1101 

Applied  Science  1 

3 

2 

0 

4 

14 

2 

15 

20 

Third 

Quarter 

(Spring) 

WLD  1124R 

Welding  III 

5 

0 

18 

11 

PSY  1101 

Human  Relations 

3 

0 

0 

3 

PHY  1102 

Applied  Science  II 

3 

2 

0 

4 

ENG  1102 

Communication  Skills 

3 

0 

0 

3 

14 

2 

18 

21 

Fourth 

Quarter 

(Summer) 

WLD  1123R 

Welding  IV 

4 

0 

12 

8 

MEC  1112 

Machine  Shop  Processes 

0 

0 

6 

2 

DFT  1117 

Blueprint  Reading: 
Welding 

0 

3 

0 

1 

DFT  1118 

Pattern  Development  & 
Sketching 

0 

0 

3 

1 

4 3 21  12 
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Course  Requirements  for  Welding* 
(Evening) 

First 


Quarter 

Hours/Week 

Qtr.  Hrs. 

(Fall)  Course  Title 

(Class) 

(Lab) 

(Shop) 

Credit 

WLD  1141A  Welding  I 

3 

0 

9 

6 

ENG  1101  Reading  Improvement 

3 

0 

0 

3 

Second 

Quarter 

(Winter) 

6 

0 

9 

9 

WLD  1141B  Welding  1 (cont.) 
DFT  1104  Blueprint  Reading: 

2 

0 

6 

4 

Mechanical 

1 

2 

0 

2 

MAT  1101  Fundamentals  of  Math 

5 

0 

0 

5 

Third 

Quarter 

(Spring) 

8 

2 

6 

11 

WLD  1142A  Welding  II 

3 

0 

9 

6 

MAT  1103  Vocational  Math  1 

3 

0 

0 

3 

Fourth 

Quarter 

(Summer) 

6 

0 

9 

9 

WLD  1 142B  Welding  II  (cont.) 

2 

0 

6 

4 

MEC  1113R  Welding  Metallurgy 
DFT  1117  Blueprint  Reading: 

3 

0 

0 

3 

Welding 

0 

3 

0 

1 

Fifth 

Quarter 

(Fall) 

5 

o 

o 

6 

8 

WLD1124RAWelding  III 

3 

0 

9 

6 

PHY  1101  Applied  Science 

3 

2 

0 

4 

Sixth 

Quarter 

(Winter) 

6 

2 

9 

10 

WLD1124RBWelding  III  (cont.) 

2 

0 

9 

5 

PSY  1101  Human  Relations 

DFT  1118  Pattern  Development  & 

3 

0 

0 

3 

Sketching 

0 

3 

0 

1 

Seventh 

Quarter 

(Spring) 

5 

3 

9 

9 

WLD  1123R  Welding  IV 

4 

0 

12 

8 

4 

0 

12 

8 
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Eighth 


Quarter  Hours/Week  Qtr.  Hrs. 


(Summer) 

(Class) 

(Lab) 

(Shop) 

Credit 

PHY 

1102 

Applied  Science 

3 

2 

0 

4 

ENG 

1102 

Communication  Skill 

3 

0 

0 

3 

MEC 

1112 

Machine  Shop  Processes 

0 

0 

6 

2 

6 

2 

6 

9 

* Program  taught  over  8 quarters  with  1st  quarter  beginning  in  the  fall  of  odd 
numbered  years. 
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CURRICULA  COURSE  DESCRIPTIONS 


AHR  1101  Automotive  Air  Conditioning  3 credit  hours 

General  introduction  to  the  principles  of  refrigeration;  study  of  the  assembly  of  the 
components  and  connections  necessary  in  the  mechanisms,  the  methods  of  opera- 
tion, and  control;  proper  handling  of  refrigerants  in  charging  the  system.  5 contact 
hours  per  week  (2  class,  3 shop). 

Prerequisite;  PHY  1101 

AHR  1102  Basic  Refrigeration  4 credit  hours 

Theories,  basic  laws,  and  principles  of  refrigeration  applied  to  vending  machine  use 
is  emphasized.  Studies  are  made  of  the  construction  and  operation  of  complete 
refrigeration  systems  and  all  their  component  parts.  6 contact  hours  per  week  (3 
class,  3 shop). 

AHR  1103  Refrigeration  Servicing  5 credit  hours 

The  students  receive  experiences  in  testing,  trouble  shooting,  adjusting,  removing 
and  installing  component  parts.  They  remove  refrigerants  and  use  vacuum  pumps. 
They  add  refrigerants  by  using  charging  cylinders  and  gauges.  Silver  soldering 
techniques  are  taught.  Safety  rules  are  observed  in  all  operations.  9 contact  hours  per 
week  (3  class.  6 shop). 

AHR  1115  Fundamentals  of  Heating  4 credit  hours 

An  introduction  to  the  fundamentals  of  heating  and  heat  transfer  related  to  various 
types  of  heating  systems.  The  use  and  care  of  tools,  instruments  to  measure  combus- 
tion efficiencies,  and  the  equipment  to  make  up  a heating  system  are  covered.  Also 
introduced  are  comfort  surveys,  heat  loss  and  gain,  equipment  selection,  solar 
heating  and  heat  distribution  systems.  8 contact  hours  per  week  (2  class,  6 shop). 

AHR  1121R  Principles  of  Air  Conditioning 

and  Refrigeration  6 credit  hours 

An  introduction  to  the  principles  of  air  conditioning  and  refrigeration.  Terminology, 
the  use  and  care  of  tools  and  equipment,  and  the  identification  and  the  function  of  the 
component  parts  of  refrigeration  systems  are  covered.  Practical  work  includes  tube 
bending,  flaring,  and  soldering;  detecting  leaks;  and  evacuating  and  charging  sys- 
tems. Standard  procedures  and  safety  measures  are  stressed.  12  contact  hours  per 
week  (3  class,  9 shop). 

AHR  1122  Domestic  & Commercial  Refrigeration  6 credit  hours 

Domestic  refrigeration  servicing  of  conventional,  hermetic,  and  absorption  systems. 
Cabinet  care,  controls,  and  system  maintenance  in  window  air  conditioning  units  and 
domestic  refrigerators  and  freezers  is  stressed.  Commercial  refrigeration  servicing  of 
display  cabinets,  walk-in  cooler  and  freezer  units,  and  mobile  refrigeration  systems  is 
studied.  The  use  of  manufacturer’s  catalogs  in  sizing  and  matching  system  compon- 
ents and  a study  of  controls,  refrigerants,  heat  reclamation,  maintenance,  and  servic- 
ing methods  is  made.  The  American  Standard  Safety  code  for  Refrigeration  is  studied 
and  its  principles  practiced.  12  contact  hours  per  week  (3  class,  9 shop). 
Prerequisite;  AHR  1 121 R 

AHR  1123  Air  Conditioning  Systems  7 credit  hours 

Course  covers  various  heating,  cooling,  and  ventilating  systems,  and  the  investiga- 
tion and  control  of  factors  affecting  air  cleaning,  movement,  temperature,  and  humid- 
ity. Use  is  made  of  psych rometric  charts  in  determining  equipment  needs  to  produce 
optimum  temperature  and  humidity  control.  Air  conditioning  equipment  is  selected, 
assembled,  and  tested.  Sizing,  installing,  wiring,  calibrating,  and  balancing  of  con- 
trols system  is  performed  as  needed.  15  contact  hours  per  week  (3  class,  12  shop). 
Prerequisite;  AHR1121R 
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AHR  1124  Air  Conditioning,  Heating  and 

Refrigeration  Servicing  5 credit  hours 

Emphasis  is  placed  on  the  installation,  maintenance,  and  servicing  of  equipment 
used  in  the  cleaning,  changing,  humidification  and  temperaturecontroi  of  air  in  an  air 
conditioned  space.  Installation  of  various  ducts  and  lines  needed  to  connect  various 
components  is  made.  Shop  work  involves  locating  and  correcting  equipment  failures 
and  controlling,  testing,  and  adjusting  heating  and  cooling  equipment  for  proper 
operation.  9 contact  hours  per  week  (3  class,  6 shop). 

Prerequisites:  AHR  1115,  AHR  1122,  AHR  1128 

AHR  1126  All  Year  Comfort  Systems  5 credit  hours 

Equipment  used  to  provide  heating  and  cooling  for  "all  year”  comfort  will  be  studied. 
Included  will  be  heat  pumps,  oil  fired,  gas  fired,  water  circulating,  electric  - resistance 
and  an  introduction  to  soiar  heating  and  cooling  systems.  Specialized  controls 
required  for  all  year  comfort  systems,  preventive  maintenance,  and  balancing  are 
included  in  the  course.  9 contact  hours  per  week  (3  class,  6 shop). 

Prerequisites:  AHR  1123,  AHR  1128 

AHR  1128  Automatic  Controls  5 credit  hours 

Types  of  automatic  controls  and  their  function  in  heating  and  cooling  systems. 
Included  in  the  course  will  be  electric,  electronic,  mechanical,  and  pneumatic  con- 
trols for  domestic  and  commercial  heating  and  cooling  along  with  zone  controls, 
commercial  refrigeration  controls,  and  radiant  panel  controls.  9 contact  hours  per 
week  (3  class,  6 shop). 

Prerequisites:  ELC  1102,  AHR  1122,  AHR  1115 

ART  205  History  and  Appreciation  of  Art  5 credit  hours 

This  course  attempts  to  establish  an  understanding  of  art,  to  develop  an  appreciation 
for  the  relation  between  art  and  man,  and  to  study  art  in  a cultural  environment.  5 
contact  hours  per  week  (5  class). 

AUT  1121  Braking  Systems  4 credit  hours 

A complete  study  of  various  braking  systems  employed  on  automobiles  and  light- 
weight trucks.  Emphasis  is  placed  on  how  they  operate,  proper  adjustment,  and 
repair.  6 contact  hours  per  week  (3  class,  3 shop). 

Prerequisite:  PHY  1102 

AUT  1123  Automotive  Chassis  and 

Suspension  Systems  6 credit  hours 

Principles  and  functions  of  the  components  of  the  automotive  chassis.  Practical  job 
instruction  in  adjusting  and  repairing  of  suspension,  and  steering  systems.  Units  to 
be  studied  will  be  shock  absorbers,  spring,  steering  systems,  steering  linkage,  and 
front  end  alignment.  12  contact  hours  per  week  (3  class,  9 shop). 

AUT  1124  Automotive  Power  Train  Systems  6 credit  hours 

Principles  and  functions  of  automotive  power  train  system:  clutches,  transmission 
gears,  torque  converters,  drive  shaft  assemblies,  rear  axles  and  differentials.  Identifi- 
cation of  troubles,  servicing,  and  repair.  12  contact  hours  per  week  (3  class,  9 shop). 
Prerequisites:  PHY  1102,  AUT  1123 

AUT  1125  Automotive  Servicing  6 credit  hours 

Emphasis  is  on  the  shop  procedures  necessary  in  determining  the  nature  of  troubles 
developed  in  the  various  components  systems  of  the  automobile.  T roubleshooting  of 
automotive  systems,  providing  a full  range  of  experience  in  testing,  adjusting,  repair- 
ing, and  replacing.  12  contact  hours  per  week  (3  class,  9 shop). 

Prerequisites:  AUT  1123,  AUT  1121,  AHR  1101,  PME  1102 

BIO  101  Human  Anatomy  and  Physiology  I 4 credit  hours 

A course  designed  to  give  the  student  a working  knowledge  of  the  normal  structure, 
functions,  nature  and  mechanisms  of  the  human  body.  5 contact  hours  per  week  (3 
class,  2 lab). 

Prerequisite:  Admission  to  the  ADN  curriculum  or  by  special  permission  by  the  ADN 
Director  on  a space  available  basis. 
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BIO  102  Human  Anatomy  and  Physiology  II  4 credit  hours 

A continuation  of  Human  Anatomy  and  Physiology  I.  5 contact  hours  per  week  (3 
class,  2 lab). 

Prerequisite:  BIO  101  with  a grade  of  C or  above  or  by  special  permission  by  the  ADN 
Director  on  a space  available  basis. 

BIO  104  Microbiology  4 credit  hours 

This  course  deals  with  basic  principles  of  microbiology  and  the  epidemiology  of 
microbial  diseases.  Communication  of  microbial  diseases,  grouped  according  to  the 
probable  entry  route  of  the  causative  agent,  are  discussed.  The  behavior  of  fungi, 
bacteria  rickettsiae,  viruses  and  parasites  are  presented  as  a means  for  understand- 
ing the  clinical  appearance  and  course  of  infection.  Cross  infection  and  those  of 
endogenous  origin  are  considered.  5 contact  hours  per  week  (3  class,  2 lab). 
Prerequisite:  Admission  to  the  ADN  curriculum  or  by  special  permission  by  the  ADN 
Director  on  a space  available  basis. 

BIO  111  General  Biology  6 credit  hours 

An  introduction  to  basic  concepts  of  biological  study.  The  concept  and  theories 
included  are  the  scientific  method,  basic  chemistry  as  applied  to  biology,  cellular  and 
protoplasmic  organization  and  functions,  Mendelian  genetics,  and  systems  of  classi- 
fication. These  topics  are  reinforced  and  further  investigated  with  laboratory  assign- 
ments. 7 contact  hours  per  week  (5  class,  2 lab). 

BIO  1101  Anatomy  and  Physiology  6 credit  hours 

This  course  is  an  introduction  to  the  study  of  the  structure  and  function  of  the  human 
body.  A study  is  made  of  the  general  plan  of  the  body  and  of  the  nine  systems; 
skeletal,  muscular,  respiratory,  circulatory,  digestive,  urinary,  endocrine,  reproduc- 
tion, and  nervous  systems.  7 contact  hours  per  week  (5  class,  2 lab). 

BUS  101  Introduction  to  Business  5 credit  hours 

A survey  of  the  business  world  with  particular  attention  devoted  to  the  structure  of  the 
various  types  of  business  organization,  methods  of  financing,  internal  organization, 
and  management.  5 contact  hours  per  week  (5  class). 

BUS  102  Typewriting  I 3 credit  hours 

Introduction  to  the  touch  typewriting  system  with  emphasis  on  correct  techniques, 
mastery  of  the  keyboard,  simple  business  correspondence,  tabulation,  and  simple 
reports.  Speed  requirement,  25  words  per  minute  minimum  for  five  minutes.  5 contact 
hours  per  week  (1  class,  4 lab). 

BUS  103  Typewriting  II  3 credit  hours 

Instruction  emphasizes  the  development  of  speed  and  accuracy  with  further  mastery 
of  correct  typewriting  techniques.  These  skills  and  techniques  are  applied  in  tabula- 
tions, manuscript,  correspondence,  and  business  forms.  Speed  requirement,  30 
words  per  minute  minimum  for  five  minutes.  5 contact  hours  per  week  (1  class,  4 lab). 
Prerequisite:  BUS  102 

BUS  104  Typewriting  III  3 credit  hours 

Emphasis  on  production  typing  problems  and  speed  building.  Attention  to  the  devel- 
opment of  the  student’s  ability  to  function  as  an  expert  typist,  producing  mailable 
copies.  The  production  units  are  tabulation,  manuscript,  correspondence,  and  busi- 
ness forms.  Speed  requirement,  35  words  per  minute  minimum  for  five  minutes.  5 
contact  hours  per  week  (1  class,  4 lab). 

Prerequisite:  BUS  103 

BUS  106  Shorthand  I 4 credit  hours 

This  beginning  course  is  designed  to  prepare  the  student  in  the  theory  and  practice  of 
reading  and  writing  shorthand.  Emphasis  will  be  on  phonetics,  penmanship,  word 
families,  brief  forms,  and  phrases.  The  student  will  also  be  introduced  to  familiar 
dictation  and  elementary  transcription.  5 contact  hours  per  week  (3  class,  2 lab). 
Prerequisite:  BUS  102 
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BUS  107  Shorthand  II  4 credit  hours 

This  course  is  a continued  study  of  theory  of  shorthand  with  emphasis  on  develop- 
ment of  speed  in  dictation  and  accuracy  in  transcription.  A minimum  dictation  rate  of 
60  words  per  minute  is  required  for  three  minutes  on  familiar  material.  5 contact  hours 
per  week  (3  class,  2 lab). 

Prerequisite:  BUS  106 

BUS  110  Office  Machines  I 2 credit  hours 

A general  survey  of  business  and  office  machines.  Students  will  receive  training  in 
technique,  processes,  operation  and  application  of  the  electronic  calculator.  3 con- 
tact hours  per  week  (1  class,  2 lab). 

BUS  111  Speedwriting  I 3 credit  hours 

Speed  writing  is  a modern,  simplified  method  of  ABC  Shorthand  based  on  systematic 
abbreviations.  Emphasis  is  on  speed  in  taking  dictation  as  well  as  accuracy  in 
transcription.  4 contact  hours  per  week  (2  class,  2 lab). 

Prerequisite:  BUS  102 

BUS  112  Records  Management  3 credit  hours 

Fundamentals  of  indexing  and  filing,  combining  theory  and  practice  by  the  use  of 
miniature  letter,  filing  boxes  and  guides.  Alphabetic,  Geographic,  Subject,  and 
Numeric  filing.  3 contact  hours  per  week  (3  class). 

BUS  113  Word  Processing  I 3 credit  hours 

This  course  is  designed  to  introduce  the  student  to  the  major  aspects  of  word 
processing  including  concepts;  systems;  equipment;  available  careers;  vocabulary 
and  terminology;  and  planning,  organizing,  and  supervising  word  processing  func- 
tions. The  course  will  develop  skills  and  knowledge  in  processing  a variety  of  busi- 
ness documents  from  machine  transcription  and  handwritten  types  and  revised 
materials  using  power  typing  equipment.  5 contact  hours  per  week  (1  class,  4 lab). 
Prerequisite:  BUS  103 

Students  with  pacemakers  are  exempt  from  this  course. 

BUS  114  Speedwriting  II  3 credit  hours 

This  course  is  a review  of  ABC  Shorthand  theory  with  further  emphasis  on  speed  and 
accuracy  of  transcription.  4 contact  hours  per  week  (2  class,  2 lab). 

Prerequisite:  BUS  111 

BUS  115  Business  Law  I 3 credit  hours 

A general  course  designed  to  acquaint  the  student  with  certain  fundamentals  and 
principles  of  business  law,  including  legal  rights  and  duties,  contracts,  statute  of 
limitations,  bankruptcy,  and  statute  of  frauds.  Emphasis  is  on  the  Uniform  Commer- 
cial Code.  Included  is  a study  of  cases  and  problems.  3 contact  hours  per  week  (3 
class). 

BUS  116  Business  Law  II  3 credit  hours 

This  course  includes  the  study  of  business  law  pertaining  to  the  laws  of  sales, 
bailments,  and  negotiable  instruments.  Emphasis  is  on  the  Uniform  Commercial 
Code.  Included  is  a study  of  cases  and  problems.  3 contact  hours  per  week  (3  class). 

BUS  117  Business  Law  III  3 credit  hours 

A study  of  business  law  pertaining  to  the  laws  of  riskbearing,  agency,  business 
organizations,  and  property  rights.  Emphasis  is  on  the  Uniform  Commercial  Code. 
Included  is  a study  of  cases  and  problems.  3 contact  hours  per  week  (3  class). 

BUS  119R  Secretarial  Accounting  6 credit  hours 

Principles,  techniques  and  tools  for  accounting,  for  understanding  of  the  mechanics 
of  accounting.  Collecting,  summarizing,  analyzing,  and  reporting  information  about 
the  service  and  mercantile  enterprises.  Includes  practical  application  of  the  princi- 
ples learned.  7 contact  hours  per  week  (5  class,  2 lab). 

Prerequisite:  MAT  110 
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BUS  120  Accounting  I 6 credit  hours 

Principles,  techniques  and  tools  of  accounting,  for  understanding  of  the  mechanics 
of  accounting.  Collecting,  summarizing,  analyzing,  and  reporting  information  about 
the  service  and  mercantile  enterprises.  Includes  practical  application  of  the  princi- 
ples learned.  7 contact  hours  per  week  (5  class,  2 lab). 

Prerequisite:  MAT  110 

Corequisite:  MAT  110  for  Accounting  Curriculum  only 

BUS  121  Accounting  II  6 credit  hours 

Partnership  and  corporation  accounting  including  a study  of  payrolls,  federal  and 
state  taxes.  Emphasis  is  placed  on  the  recording,  summarizing,  and  interpreting  of 
data  for  management  control  rather  than  bookkeeping  skills.  Accounting  services  are 
shown  as  they  contribute  to  the  recognition  and  solution  of  management  problems.  7 
contact  hours  per  week  (5  class,  2 lab). 

Prerequisites:  BUS  120,  BUS  1 19R  for  General  Office  (Technical  Specialty)  students 
only 

BUS  122  Basic  Finance  3 credit  hours 

A general  survey  course  designed  to  give  the  student  a basic  understanding  of 
personal  finance  with  particular  attention  devoted  to  the  topics  of  budgeting,  sources 
of  credit  cost  and  use  of  credit,  equity  investments,  home  buying  and  estate  planning. 
3 contact  hours  per  week  (3  class). 

BUS  123  Business  Finance  I 3 credit  hours 

Financing  of  business  units,  as  individuals,  partnerships,  corporations,  and  trusts.  A 
detailed  study  is  made  of  short-term,  long-term,  and  consumer  financing.  3 contact 
hours  per  week  (3  class). 

BUS  124  Business  Finance  II  3 credit  hours 

Topics  include  finances  of  federal,  state,  and  local  governments  and  the  ensuing 
effects  upon  the  economy.  Also  included  are  factors  affecting  supply  of  funds, 
monetary  and  credit  policies.  3 contact  hours  per  week  (3  class). 

BUS  125R  Accounting  III  6 credit  hours 

Study  of  the  corporate  form  of  business  organization  and  the  accounting  for  stocks 
and  bonds:  manufacturing  costs  and  interrelated  matters  of  inventories;  analysis  of 
financial  statements;  and  job  and  process  cost  accounting.  7 contact  hours  per  week 
(5  class,  2 lab). 

Prerequisite:  BUS  121 

BUS  183  Terminology  and  Vocabulary  3 credit  hours 

Terminology  and  Vocabulary  is  designed  to  develop  an  understanding  by  the  stu- 
dents of  the  varied  and  specialized  vocabulary  appropriate  in  business,  technical  and 
professional  offices.  A detailed  study  of  the  pronunciations  and  definitions  of  words 
is  done  through  familiarization  of  the  dictionary.  A short  history  of  the  English 
language  is  also  included  in  this  course. 

Prerequisite:  ENG  102 

Corequisite:  ENG  102  for  General  Office  (Technical  Specialty)  curriculum  only 

BUS  204  Advanced  Typewriting  3 credit  hours 

Emphasis  is  placed  on  the  development  of  individual  production  rates.  The  student 
learns  the  techniques  needed  in  planning  and  in  typing  projects  that  closely  approx- 
imate the  work  appropriate  to  the  field  of  study.  These  projects  include  review  of 
letter  forms,  methods  of  duplication,  statistical  tabulation,  and  the  typing  of  reports, 
manuscripts  and  legal  documents.  Speed  requirement,  40  words  per  minute  min- 
imum for  five  minutes.  5 contact  hours  per  week  (1  class,  4 lab). 

Prerequisite:  BUS  104 

BUS  205  Production  and  Speed  Building  3 credit  hours 

Designed  to  familiarize  the  student  with  the  forms  and  routines  found  in  a typical 
business.  Emphasis  is  placed  upon  correct  procedures  and  adaptability  to  varying 
office  methods.  Speed  requirement,  45  words  per  minute  minimum  for  five  minutes.  5 
contact  hours  per  week  (1  class,  4 lab). 

Prerequisite:  BUS  204 
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BUS  206  Dictation  and  Transcription  I 4 credit  hours 

Develops  the  skill  of  taking  dictation  and  of  transcribing  at  the  typewriter  appropriate 
materials  in  the  course  which  includes  a review  of  the  theory  and  the  dictation  of 
familiar  and  unfamiliar  words.  Minimum  dictation  rate  of  70  words  per  minute  is 
required  for  three  minutes  on  new  material.  5 contact  hours  per  week  (3  class,  2 lab). 
Prerequisite:  BUS  107 

BUS  207  Dictation  and  Transcription  II  4 credit  hours 

Covering  materials  appropriate  to  the  course  of  study,  the  student  develops  the 
accuracy,  speed,  and  vocabulary  that  will  enable  the  student  to  meet  the  steno- 
graphic requirements  of  business  and  professional  offices.  Minimum  dictation  rate  of 
80  words  per  minute  required  for  three  minutes  on  new  materials.  5 contact  hours  per 
week  (3  class,  2 lab). 

Prerequisite:  BUS  206 

BUS  208  Dictation  and  Transcription  III  4 credit  hours 

Principally  a speed  building  course,  covering  materials  appropriate  to  the  course  of 
study,  with  emphasis  on  speed  as  well  as  accuracy.  Minimum  dictation  rate  of  90 
words  per  minute  required  for  three  minutes  on  new  materials.  5 contact  hours  per 
week  (3  class,  2 lab). 

Prerequisite:  BUS  207 

BUS  209  Introduction  to  Business  5 credit  hours 

A survey  and  operational  analysis  of  business  administration  and  organization. 
Consideration  is  given  to  such  topics  as  legal  forms  of  business,  management, 
marketing,  risk,  accounting,  statistics,  and  governmental  regulation.  5 contact  hours 
per  week  (5  class). 

BUS  210  Office  Machines  II  2 credit  hours 

Instruction  in  the  operation  of  automatic  typewriters,  telephone  equipment,  duplicat- 
ing equipment,  and  continued  instruction  in  the  use  of  electronic  calculators.  4 
contact  hours  per  week  (1  class,  3 lab). 

Prerequisite:  BUS  110 

BUS  211  Machine  Transcription  I 3 credit  hours 

This  course  is  designed  to  provide  the  student  skill  in  operation  of  the  transcribing 
machine.  The  student  will  learn  efficient  operation  of  the  equipment  and  good 
trancribing  techniques.  Students  also  develop  their  skills  in  grammar,  spelling,  and 
punctuation.  4 contact  hours  per  week  (2  class,  2 lab). 

Prerequisite:  BUS  103 

BUS  212  Machine  Transcription  II  3 credit  hours 

This  course  is  a continuation  of  BUS  21 1 with  additional  emphasis  on  the  fundamen- 
tals of  machine  transcription.  Students  develop  skill  in  typing  mailable  letters,  memo- 
randums, and  manuscripts  from  cassettes.  Speed  and  accuracy  are  emphasized.  4 
contact  hours  per  week  (2  class,  2 lab). 

Prerequisite:  BUS  211 

BUS  214  Office  Procedures  3 credit  hours 

Designed  to  acquaint  the  student  with  the  responsibilities  encountered  by  a secretary 
during  the  work  day.  These  include  the  following:  receptionist  duties,  handling  the 
mail,  telephone  techniques,  travel  information,  telegrams,  office  records,  purchasing 
of  supplies,  office  organization,  and  insurance  claims.  4 contact  hours  per  week  (2 
class,  2 lab) 

Prerequisite:  BUS  104 

BUS  215  Secretarial/General  Office  Applications  1 credit  hour 

The  student  will  develop  occupational  competencies  through  on-the-job  experience 
in  a cooperative  program  and  be  given  opportunities  to  apply  knowledge  acquired  in 
previous  secretarial  or  general  office  studies.  The  student  will  be  supervised  and 
coordinated  by  the  instructor  and  employer.  The  student  will  participate  in  making 
necessary  decisions  relating  to  business  and  office  operations.  1 0 contact  hours  per 
week  (10  cooperative  work  experience). 

Prerequisite:  COE  100 
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BUS  219  Credit  Procedures  and  Problems  3 credit  hours 

Principles  and  practices  in  the  extension  of  credit:  collection  procedures;  laws  per- 
taining to  credit  extension  and  collection  are  included.  3 contact  hours  per  week  (3 
class). 

BUS  222  Intermediate  Accounting  I 6 credit  hours 

Review  of  basic  accounting  procedures  from  the  recording  phase  to  the  summarizing 
phase  with  special  emphasis  on  changes  in  form  and  content  of  basic  financial 
statements.  The  changing  nature  of  accounting  and  principles  development  is 
explored  and  evaluated.  7 contact  hours  per  week  (5  class,  2 lab). 

Prerequisite;  BUS  125R 

BUS  223  Intermediate  Accounting  II  6 credit  hours 

A continuation  of  Intermediate  Accounting  I.  Application  of  accounting  principles 
and  concepts  to  account  evaluation  and  income  determination.  Treatment  of 
accounting  changes  including  error  correction  and  statements  from  incomplete 
records.  Concepts  and  application  of  present  and  future  value  analysis.  Analysis  and 
interpretation  of  financial  reports.  7 contact  hours  per  week  (5  class,  2 lab). 
Prerequisite:  BUS  222 

BUS  225  Cost  Accounting  4 credit  hours 

Nature  and  purposes  of  cost  accounting:  accounting  for  direct  labor,  materials,  and 
factory  burden;  job  cost,  and  standard  cost  principles  and  procedures:  selling  and 
distribution  cost;  budgets,  and  executive  use  of  cost  figures.  5 contact  hours  per 
week  (3  class,  2 lab). 

Prerequisite:  BUS  121 

BUS  229  Taxes  I 4 credit  hours 

An  applied  study  of  the  preparation  of  individual  Federal  and  State  income  tax  returns 
and  introduction  to  Federal  and  State  taxation  of  business.  5 contact  hours  per  week 
(3  class,  2 lab). 

BUS  230  Taxes  il  3 credit  hours 

This  course  is  an  applied  study  of  federal  and  state  taxation  of  sole  proprietorships, 
partnerships,  and  corporations.  Preparation  of  income  tax  returns,  payroll  deduc- 
tions, payroll  taxes,  sales  taxes,  depreciation  methods,  capital  gains  and  losses,  and 
tax  credits  are  covered  in  this  course.  3 contact  hours  per  week  (3  class). 

BUS  232  Sales  Development  3 credit  hours 

A study  of  retail,  wholesale  and  specialty  selling.  Emphasis  is  placed  upon  mastering 
and  applying  the  fundamentals  of  selling.  Preparation  for  an  execution  of  sales 
demonstration  required.  3 contact  hours  per  week  (3  class). 

BUS  233  Personnel  Management  3 credit  hours 

Principles  of  organization  and  management  of  personnel,  procurement,  placement, 
training,  performance  checking,  supervision,  remuneration,  labor  relations,  fringe 
benefits,  and  security.  3 contact  hours  per  week  (3  class). 

BUS  235  Business  Management  3 credit  hours 

Principles  of  business  management  including  overview  of  major  functions  of  man- 
agement, such  as  planning,  staffing,  controlling,  directing,  and  financing.  Clarifica- 
tion of  the  decision-making  function  versus  the  operating  function.  Role  of  manage- 
ment in  business — qualifications  and  requirements.  3 contact  hours  per  week  (3 
class). 

BUS  239  Marketing  3 credit  hours 

A general  survey  of  the  field  of  marketing,  with  a detailed  study  of  the  functions, 
policies,  and  institutions  involved  in  the  marketing  process.  3 contact  hours  per  week 
(3  class). 

BUS  243  Advertising  4 credit  hours 

The  role  of  advertising  in  a free  economy  and  its  place  in  the  media  of  mass  commu- 
nications. a study  of  advertising  appeals;  product  and  market  research;  selection  of 
media:  means  of  testing  effectiveness  of  advertising.  Theory  and  practice  of  writing 
advertising  copy  for  various  media.  5 contact  hours  per  week  (3  class,  2 lab). 
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BUS  247  Business  Insurance  3 credit  hours 

A presentation  of  the  basic  principles  of  risk  insuranceand  their  application.  A survey 
of  the  various  types  of  insurance  is  included.  3 contact  hours  per  week  (3  class). 

BUS  255  Interpreting  Accounting  Records  3 credit  hours 

Designed  to  aid  the  student  in  developing  a “use  understanding’’  of  accounting 
records,  reports  and  financial  statements.  Interpretation,  analysis,  and  utilization  of 
accounting  statements.  3 contact  hours  per  week  (3  class). 

Prerequisite:  BUS  120 

BUS  266  Budget  and  Record  Keeping  3 credit  hours 

The  basic  principles,  methods,  and  procedures  for  preparation  and  operation  of 
budgets.  Special  attention  is  given  to  the  involvement  of  individual  departments  and 
the  role  they  play.  Emphasis  on  the  necessity  for  accurate  record  keeping  in  order  to 
evaluate  the  effectiveness  of  budget  planning.  3 contact  hours  per  week  (3  class). 
Prerequisite:  BUS  121 

BUS  269  Auditing  4 credit  hours 

This  course  gives  the  student  an  understanding  of  the  auditor’s  function  and  respon- 
sibility in  the  economic  environment.  The  student  will  study  the  theory  and  practices 
of  auditing  standards,  ethics,  terminology,  procedures,  and  reports.  Emphasis  is 
placed  on  detailed  audits,  internal  auditing,  and  internal  control.  4 contact  hours  per 
week  (3  class,  2 lab). 

Prerequisite:  BUS  223 

BUS  271  Office  Management  3 credit  hours 

Presents  the  fundamental  principles  of  office  management.  Emphasis  on  the  role  of 
office  management  including  its  functions,  office  automation,  planning,  controlling, 
organizing,  and  actuating  office  problems.  3 contact  hours  per  week  (3  class). 

BUS  272  Principles  of  Supervision  3 credit  hours 

Introduces  the  basic  responsibilities  and  duties  of  the  supervisor  and  his  relationship 
to  superiors,  subordinates,  and  associates.  Emphasis  on  securing  an  effective  work 
force  and  the  role  of  the  supervisor.  Methods  of  supervision  are  stressed.  3 contact 
hours  per  week  (3  class). 

BUS  273  Word  Processing  II  3 credit  hours 

This  course  is  a continuation  of  Word  Processing  I (BUS  113).  Emphasis  is  on 
speedbuilding  and  accuracy.  The  student  will  keyboard,  edit,  and  print  documents  on 
the  TRS-80  microcomputer  from  typed  and  handwritten  copy.  5 contact  hours  per 
week  (1  class,  4 lab). 

Prerequisite:  BUS  103  or  permission  of  instructor.  Students  with  pacemakers  are 
exempt  from  this  course. 

BUS  1106  Business  and  Industrial  Organizations  3 credit  hours 

An  introduction  to  the  business  world,  government  regulations,  legal  forms,  man- 
agement, internal  organization,  personnel  management,  production  management, 
corporate  financing,  risk  management  and  insurance,  accounting,  and  marketing.  3 
contact  hours  per  week  (3  class). 

CAR  1101  Carpentry  8 credit  hours 

A brief  history  of  carpentry  and  present  trends  of  the  construction  industry.  The 
course  will  involve  operation,  care  and  safe  use  of  carpenter’s  handtools  and  power- 
tools  in  cutting,  shaping  and  joining  construction  materials  used  by  the  carpenter. 
Major  topics  of  study  will  include  theoretical  and  practical  applications  involving: 
materials  and  methods  of  construction,  building  layout,  preparation  of  site,  footings 
and  foundation,  wall  construction  including  form  construction  and  erection,  and 
properties  of  concrete.  18  contact  hours  per  week  (3  class,  15  shop). 
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CAR  1102  Carpentry:  Framing  9 credit  hours 

Instruction  is  given  in  the  principles  and  practices  of  frame  construction  beginning 
with  the  foundation  sillsand  including:  floorjoists,  subfloor,  wall  studs,  ceiling  joist, 
rafters  bridging,  bracing,  sheathing  and  interior  wall  partition  and  framing  openings. 
Roof  construction  includes  the  layout  and  construction  methods  of  common  types  of 
roofs  using  standard  rafter  construction,  truss  contruction,  and  post  and  beam 
construction.  Application  and  selection  of  sheathing  and  roofing  is  included.  Con- 
sideration is  given  to  the  coordination  of  carpentry  work  with  installation  of  the 
mechanical  equipment  such  as:  electrical,  air  conditioning,  heating,  and  plumbing. 
21  contact  hours  per  week  (3  class,  18  shop). 

Prerequisites:  CAR  1101,  DPT  1110 

CAR  1103  Carpentry:  Millwork  and  Cabinetmaking  9 credit  hours 

Cabinetmaking  and  millwork  as  performed  by  the  general  carpenter  for  building 
construction.  Use  of  shop  tools  and  equipment  will  be  emphasized  in  learning 
methods  of  construction  of  millwork  and  cabinetry.  Practical  applications  will 
include  measuring,  layout  and  construction  of:  stairs,  and  miscellaneous  items.  21 
contact  hours  per  week  (3  class,  18  shop). 

CAR  1104  Carpentry:  Finishing  9 credit  hours 

Exterior  and  interior  trim  and  finish  carpentry  will  complete  the  general  carpentry 
program.  Included  will  be  materials  and  methods  used  in  finishing  carpentry  such 
as:  exterior  cornice,  door  and  window  trim;  interior  flooring,  door  and  window 
facing,  moldings,  and  cornice  construction;  installation  of  hardware;  and  installation 
of  doors  and  windows.  21  contact  hours  per  week  (3  class,  18  shop). 

Prerequisites;  CAR  1103,  DPT  1111 

CAR  1113  Carpentry:  Estimating  4 credit  hours 

This  is  a practical  course  in  quantity  "take-off"  from  prints  of  jobs  performed  by  the 
carpenter.  Piguring  the  quantities  of  materials  needed  and  costs  of  building  various 
components  and  structures.  6 contact  hours  per  week  (3  class,  3 shop). 
Prerequisites:  DPT  1111,  MAT  1112 

CAR  1114  Building  Codes  3 credit  hours 

A study  is  made  of  building  codes  and  the  minimum  requirements  for  local,  county, 
and  state  construction  regulations.  This  involves  safety,  sanitation,  mechanical 
equipment  and  materials.  Also,  review  will  be  made  of  the  minimum  property 
requirements  of  the  Pederal  Housing  Administration  and  the  North  Carolina  State 
Code.  3 contact  hours  per  week  (3  class). 

Prerequisite:  CAR  1103 
Corequisite:  CAR  1104 

CHM  101  Fundamentals  of  Physiological  Chemistry  4 credit  hours 

Emphasis  is  placed  on  physiological  aspects  of  inorganic  chemistry,  organic  chemis- 
try, and  biochemistry.  Theoretic  topics  are  dealt  with  briefly  as  an  aid  to  understand- 
ing bodily  processes.  5 contact  hours  per  week  (3  class,  2 lab). 

Prerequisite:  Admission  to  the  ADN  curriculum  or  by  special  permission  by  the  AD N 
Director  on  a space  available  basis. 

CJC  101  Introduction  to  Criminal  Justice  5 credit  hours 

This  course  is  designed  to  familiarize  the  student  with  the  philosophy  and  history  of 
law  enforcement,  its  legal  limitations  in  oursociety,  the  primary  duties  and  responsi- 
bilities of  the  various  agencies  in  the  criminal  justice  field,  the  basic  processes  of 
justice,  an  evaluation  relative  to  the  profession  as  a career.  5 contact  hours  per  week 
(5  class). 

CJC  102  Criminology  5 credit  hours 

A general  course  designed  to  introduce  the  student  to  the  causation  of  crime  and 
delinquency.  The  historical  and  contemporary  aspects  of  crime,  law  enforcement, 
punishment,  and  correctional  administration  will  be  covered.  Deviant  subcultures 
and  social  types  will  be  identified  and  examined  from  a regulatory  standpoint.  5 
contact  hours  per  week  (5  class). 
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CJC  107  Ethics  and  Professionalism 

in  Criminal  Justice  4 credit  hours 

Ethical  problems  inherent  in  the  American  judicial  process  will  be  explored.  This 
course  stresses  the  moral  aspect  of  criminal  justice  in  a free  society,  and  the  value  of 
professionalism  in  criminal  justice  occupations.  Students  will  seek  to  understand  the 
ethical  overtones  of  their  actions  as  police  and  correctional  practitioners.  Features  of 
the  work,  training,  and  social  aspects  of  law  enforcement  and  corrections  associated 
with  the  student’s  professional  development  will  be  covered.  4 contact  hours  per 
week  (4  class). 

CJC  110  Juvenile  Delinquency  4 credit  hours 

General  survey  of  juvenile  del  iquen  eyas  an  individual  and  social  problem,  theories  of 
delinquency,  causation,  and  methods  of  correction  and  prevention.  The  course  will 
present  a general  overview  of  the  juvenile  court.  4 contact  hours  per  week  (4  class). 

CJC  115  Law  I 3 credit  hours 

This  course  will  introduce  the  origin,  theory,  and  principles  of  criminal  law  and 
punishment,  with  the  objective  of  providing  a foundation  for  further  legal  study.  Each 
stage  of  the  criminal  justice  process  will  be  examined,  from  arrest  to  final  disposition, 
to  clarify  procedures  in  criminal  justice  administration  and  impart  an  understanding 
of  legal  due  process.  Othertopics  will  include  court  systems  and  the  attorney’s  role  in 
judicial  administration.  3 contact  hours  per  week  (3  class). 

CJC  202  Principles  of  Rehabilitation  4 credit  hours 

This  course  introduces  the  philosophy  of  rehabilitation,  and  its  application  to  the 
criminal  justice  process.  Police  rehabilitation  programs  and  correctional  rehabilita- 
tion methods  will  be  examined.  Issues  proposed  by  the  inter-facing  of  mental  health 
and  criminal  justice  will  be  evaluated.  Opportunities  will  be  provided  for  students  to 
design  treatment  strategies,  diagnose  typical  problems  found  among  the  clients  of 
police  and  correctional  officers,  perform  counseling  exercises,  and  learn  appropriate 
procedures  for  handling  critical  situations  such  as  domestic  crises,  prison  disorders, 
and  bizarre  behavior  in  the  public  arena.  4 contact  hours  per  week  (4  class). 

CJC  203  Introduction  to  Corrections  5 credit  hours 

An  examination  of  the  total  correctional  process  from  law  enforcement  through  the 
administration  of  justice,  probation,  correctional  institutions,  and  parole.  The  histor- 
ical development  of  the  corrections  philosophy  and  major  changes  in  correctional 
practices  will  be  studied,  with  emphasis  given  to  community-based  programs.  5 
contact  hours  per  week  (5  class). 

CJC  205  Evidence  3 credit  hours 

This  course  surveys  the  kinds  and  degrees  of  evidence,  and  rules  governing  the 
admissability  of  evidence  in  court.  Topics  will  include  search  and  seizure,  materiality 
and  competency,  documentary  evidence,  photographs,  recordings,  and  other  writ- 
ten materials,  opinions,  circumstantial  evidence,  privileges,  witnesses,  the  suspect’s 
constitutional  rights,  the  search  warrant,  stop  and  frisk,  arrest  and  detention.  Exam- 
ples applied  to  field  and  court  situations  will  be  discussed.  3 contact  hours  per  week 
(3  class). 

CJC  206  Community  Relations  3 credit  hours 

Community  relations  are  essential  to  a sound  criminal  justice  education.  This  course 
will  provide  an  appreciation  of  the  social  changes  occurring  in  law  enforcement  and 
the  community.  Key  issues  involved  with  policing  the  contemporary  community  will 
be  examined,  to  include  the  role  of  police,  civil  rights,  professionalism,  staffing, 
handling  complaints  and  grievances,  repressing  crime,  and  maintaining  order.  Police 
relations  with  special  groups  and  interests  in  the  community  will  be  covered,  such  as 
minorities,  youth,  and  the  press.  A variety  of  police-community  relations  programs 
will  be  investigated  with  the  aim  of  improving  the  effectiveness  of  law  enforcement  in 
a changing  community.  3 contact  hours  per  week  (3  class). 
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CJC  210  Criminal  Investigation  I 5 credit  hours 

This  course  is  designed  to  provide  an  overview  of  criminal  investigations  and  intro- 
duce the  student  to  fundamental  skills  involved  in  the  investigation  process:  crime 
scene  search,  identification  and  handling  of  evidence,  sources  of  information,  inter- 
viewing and  interrogation,  developing  leads,  report  writing,  case  preparation,  and 
court  presentation.  The  legal  rules  applicable  to  each  phase  of  the  investigation 
process  and  search  warrant  preparation  will  be  examined.  Students  will  be  given  an 
opportunity  to  participate  in  practical  exercises  designed  to  improve  their  mastery  of 
skills  and  general  investigative  performance.  5 contact  hours  per  week  (5  class). 

CJC  211  Criminal  Investigation  II  4 credit  hours 

The  focus  of  this  advanced  course  is  upon  the  application  of  general  knowledge  to 
particular  investigative  problems.  The  investigation  of  the  following  types  of  crimes 
will  be  covered:  Homicide,  Forcible  Rape,  Robbery,  Aggravated  Assault,  Burglary, 
Larceny,  Auto  Theft,  Arson,  Fraud,  and  Organized  Crime  with  emphasis  given  to 
Dangerous  Drugs.  Each  type  of  crime  will  be  studied  in  terms  of  its  statutory  ele- 
ments, typical  evidence  yields,  planning  requirements,  and  unique  problems  posed 
to  the  police  investigator.  Practical  exercises  will  be  provided  which  stress  the 
student’s  professionalism,  leadership,  confidence,  and  competence  in  skill  develop- 
ment. 4 contact  hours  per  week  (4  class). 

Prerequisite:  CJC  210 

CJC  212  Criminalistics  5 credit  hours 

A general  survey  of  the  methods  and  techniques  used  in  the  modern  scientific 
investigation  of  crime,  with  emphasis  upon  the  practical,  demonstrated  use  of  these 
methods  by  the  students.  Areas  to  be  investigated  include:  crime  scene  processing, 
handling  and  care  of  physical  evidence,  trace  evidence,  photography,  casting  and 
molding,  fingerprinting,  firearms  identification,  glass  fractures,  questioned  docu- 
ments, and  drugs.  All  students  will  be  given  the  opportunity  to  participate  in  a crime 
scene  investigation.  5 contact  hours  per  week  (5  class). 

CJC  216  Law  II  3 credit  hours 

This  course  provides  a working  knowledge  of  North  Carolina  and  federal  criminal 
statutes,  with  emphasis  given  to  the  serious  felony  crimes.  Legal  procedures  govern- 
ing the  investigative,  trial,  and  corrective  functions  will  be  examined.  Students  will 
learn  proper  methods  of  case  preparation  and  presentation.  Leading  issues  in  crimi- 
nal jurisprudence  will  be  identified. 

3 contact  hours  per  week  (3  class). 

Prerequisite:  CJC  115 

CJC  221  Police  Organization  and  Administration  4 credit  hours 

Principles  of  police  organization,  management,  and  administration  are  introduced. 
Small,  medium,  and  large  departments  will  be  compared.  Emphasis  is  placed  upon 
the  efficient  management  of  resources,  personnel,  and  operational  services  such  as 
patrol,  investigation,  traffic,  and  specialized  areas.  Administrative  requirements  will 
include  personnel,  training,  communications,  records,  property  control,  crime  lab, 
budget,  and  miscellaneous  matters.  4 contact  hours  per  week  (4  class). 
Prerequisite:  CJC  101 

CJC  222  Introduction  to  Criminal  Justice  Planning  3 credit  hours 

The  study  of  scientific  approaches  to  planning  as  the  modern  basis  of  decision- 
making and  change  in  criminal  justice  agencies.  This  course  will  examine  research 
methods  relevant  to  criminal  justice  as  a social  science.  Topics  will  include  sources  of 
crime  data,  research  design,  data  collection,  and  specific  report  writing.  Attention 
will  be  given  to  Law  Enforcement  Assistance  Administration  grants.  The  course  will 
assist  the  student  to  become  an  informed  consumer  of  criminal  justice  research,  and 
appreciative  of  the  planning  function.  3 contact  hours  per  week  (3  class). 
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CJC  225  Correctional  Organization  and  Administration  4 credit  hours 

Emphasis  is  placed  upon  principles  of  administration  in  the  correctional  setting  to 
include  financial  control,  recruitment  and  development  of  staff,  decision-making, 
public  relations,  programs,  medical  care  of  inmates,  food  procurement,  and  various 
legal  aspects  controlling  detention  facilities,  correctional  institutions,  and  jails.  Var- 
ious types  of  facilities  are  compared.  Techniques  of  inmate  supervision,  security,  the 
delivery  of  treatment  services,  and  unique  problems  posed  by  the  organization  of 
corrections  \will  be  studied.  4 contact  hours  per  week  (4  class). 

Prerequisite:  CJC  101  or  CJC  203 

CJC  226  Introduction  to  Crime  Prevention  3 credit  hours 

Crime  prevention  is  an  integral  part  of  the  law  enforcement  function.  This  course  is 
designed  to  make  the  student  aware  of  the  many  opportunities  for  law  breaking  open 
to  the  potential  criminal  and  provide  the  knowledge  and  skills  to  advise  citizens  of  the 
best  procedures  to  use  in  order  to  reduce  the  risk  of  becoming  a crime  victim.  Various 
prevention  programs  will  be  studied,  to  include  patrol,  youth,  domestic,  business, 
residential,  and  personal  security.  Each  student  will  organize  a crime  prevention 
project.  3 contact  hours  per  week  (3  class). 

COE  100  Cooperative  Education  Seminar  1 credit  hour 

This  seminar  is  to  be  taken  by  each  co-op  student  during  the  quarter  immediately 
preceding  the  first  work  assignment.  This  course  is  designed  to  prepare  the  student 
for  entry  into  the  cooperative  work  environment  and  to  acquaint  the  student  with 
responsibilities  to  the  college  and  to  the  employer.  Emphasis  is  placed  on  employee 
responsibilities  and  employer  expectations  in  a work  situation.  The  student  will 
receive  instruction  in  interview  techniques  and  must  develop  a resume.  1 contact 
hour  per  week  (1  class). 

Prerequisite:  Faculty  approval. 

DFT  101  Technical  Drafting  I 6 credit  hours 

The  field  of  drafting  is  introduced  as  the  student  begins  study  of  drawing  principles 
and  practices  for  print  reading  and  describing  objects  in  the  graphic  language.  Basic 
skills  and  techniques  of  drafting  included  are:  use  of  drafting  equipment,  lettering, 
free-handed  orthographic  and  pictorial  sketching,  geometric  construction,  ortho- 
graphic instrument  drawing  of  principal  views,  and  standards  and  practices  of 
dimensioning.  The  principles  of  isometric,  oblique,  and  perspective  are  introduced.  9 
contact  hours  per  week  (3  class,  6 lab). 

DFT  102  Technical  Drafting  II  3 credit  hours 

The  application  of  orthographic  projection  principles  to  the  more  complex  drafting 
problems,  primary  and  secondary  auxiliary  views,  simple  and  successive  revolutions, 
and  conventions.  Most  important  is  the  introduction  of  the  graphical  analysis  of 
space  problems.  Problems  of  practical  design  elements  involving  points,  lines, 
planes,  and  a combination  of  these  elements  shall  be  studied.  Dimensioning  prac- 
tices for  “details”  and  “working  drawing,”  approved  by  the  American  Standards 
Association,  will  also  be  included.  Introduction  is  given  to  intersections  and  devel- 
opments of  various  types  of  geometrical  objects.  6 contact  hours  per  week  (6  lab). 
Prerequisite:  DFT  101 

DFT  103  Technical  Drafting  III  3 credit  hours 

Intersections  and  developments  and  their  practical  solutions.  Where  applicable, 
model  solutions  accompany  the  problems.  The  various  techniques  employed  to 
produce  and  render  isometric  and  oblique  drawings,  isometric,  dimetric  and  trimetric 
projections  will  be  included.  6 contact  hours  per  week  (6  lab). 

Prerequisite:  DFT  102 

DFT  115  Electronics  Drafting  3 credit  hours 

This  course  is  designed  to  give  an  engineering  technology  student  some  practical 
experience  and  a basic  understanding  of  electrical/electronics  drawings  through  a 
study  of  terminology;  methods;  preferred  symbols  and  codes;  chassis  design  and 
layout;  schematic  diagrams;  wiring  diagrams;  harness  layout;  block,  flow,  and  logic 
diagrams;  printed  circuitry  layout;  specification  sheets;  and  construction  drawings.  6 
contact  hours  per  week  (6  lab). 

Prerequisite;  DFT  101  or  departmental  permission 
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DFT  201  Technical  Drawing  IV  5 credit  hours 

Applications  and  constructions  of  charts,  graphs,  and  nomographs  in  engineering 
and  technical  data.  Screw  threads,  springs,  keys,  rivets,  piping,  and  welding  symbols, 
methods  of  representing  and  specifying  will  be  covered.  Basic  mechanisms  of  mod- 
ern transfer,  gears,  and  cams  will  be  studied  and  drawn  with  emphasis  on  methods  of 
specifying,  calculating  dimensions,  and  delineating.  8 contact  hours  per  week  (2 
class,  6 lab). 

Prerequisite:  DFT  103 

DFT  204  Descriptive  Geometry  4 credit  hours 

This  course  consists  of  a graphic  analysis  of  space  problems  involving  points,  lines, 
planes,  connectors,  and  a combination  of  these.  Practical  design  problems  will  be 
stressed  with  analytical  verification  where  applicable.  Visualization  will  be  stressed 
on  every  problem.  6 contact  hours  per  week  (2  class,  4 lab). 

Prerequisites:  DFT  102,  MAT  102 

DFT  205  Design  Drafting  I 5 credit  hours 

Basic  design  is  introduced  in  the  study  of  motion  transfer  mechanisms  as  they  relate 
to  power  trains.  Principles  of  design  sketching,  design  drawing,  layout  drafting, 
detailing  from  layouts,  production  drawings  and  simplified  drafting  practices  consti- 
tute areas  of  study.  Types  and  methods  of  specifying  materials  and  workmanship  are 
an  integral  part  of  the  course.  8 contact  hours  per  week  (2  class,  6 lab). 
Prerequisites:  DFT  204,  PFIY  102 

DFT  206  Design  Drafting  II  5 credit  hours 

Research  to  solve  a problem  in  design  by  consulting  various  manuals,  periodicals, 
and  through  laboratory  experiments.  A written  technical  report,  preliminary  design 
sketches,  layout  drawings,  detail  drawings,  assembly  and  sub-assembly  drawings, 
pictorial  drawings,  exploded  pictorial  assembly,  patent  drawings  and  specifications 
are  required  as  a part  of  the  problem.  8 contact  hours  per  week  (2  class,  6 lab). 
Prerequisite:  DFT  205 

DFT  1104  Blueprint  Reading  I:  Mechanicai  2 credit  hours 

Interpretation  and  reading  of  blueprints.  Information  on  the  basic  principles  of  the 
blueprint:  lines,  views,  dimensioning  procedures  and  notes.  3 contact  hours  per  week 
(1  class,  2 lab). 

DFT  1105  Blueprint  Reading  II:  Mechanical  1 credit  hour 

Further  practice  in  interpretation  of  blueprints  as  they  are  used  in  industry;  study  of 
prints  supplied  by  industry;  making  plans  of  operations;  introduction  to  drafting 
room  procedures;  sketching  as  a means  of  passing  on  ideas,  information  and  pro- 
cesses. 3 contact  hours  per  week  (3  lab). 

Prerequisite:  DFT  1104 

DFT  1106  Blueprint  Reading  III:  Mechanical  2 credit  hours 

Advanced  blueprint  reading  and  sketching  as  related  to  detail  and  assembly  draw- 
ings used  in  machine  shops.  The  interpretation  of  drawings  of  complex  parts  and 
mechanisms  for  features  of  fabric  construction  and  assembly.  3 contact  hours  per 
week  (1  class,  2 lab). 

Prerequisite:  DFT  1105 

DFT  1110  Blueprint  Reading:  Building  Trades  1 credit  hour 

Principles  of  interpreting  blueprints  and  trade  specifications  common  to  the  building 
trades.  Development  of  proficiency  in  making  three  view  and  pictorial  sketches.  3 
contact  hours  per  week  (3  lab). 

DFT  1111  Blueprint  Reading  & Sketching  1 credit  hour 

Principles  of  interpreting  blueprints  and  specifications  common  to  the  building 
trades.  Practice  in  reading  details  for  grades,  foundations,  walls,  elevations,  chim- 
neys, fireplaces,  arches  and  cavity  wall  construction.  Development  of  proficiency  in 
making  three  view  and  pictorial  sketches.  3 contact  hours  per  week  (3  lab). 
Prerequisite:  DFT  1110 
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DFT  1113  Blueprint  Reading:  Electrical  1 credit  hour 

Interpretation  of  schematics,  diagrams  and  blueprints  applicable  to  electrical  instal- 
lations with  emphasis  on  electrical  plans  for  domestic  and  commercial  buildings. 
Sketching  schematics,  diagrams,  and  electrical  plansforelectrical  installations  using 
appropriate  symbols  and  notes  according  to  the  applicable  codes  will  be  a part  of  this 
course.  3 contact  hours  per  week  (3  lab). 

Prerequisite:  DFT  1110  for  Electrical  Installation  and  Maintenance  students  only 

DFT  1116  Blueprint  Reading:  Air  Conditioning  2 credit  hours 

A specialized  course  in  drafting  for  the  air  conditioning,  heating,  and  refrigeration 
student.  The  student  will  make  tracings  of  floor  plans  and  lay  out  heating  and  cooling 
systems.  The  course  will  cover  the  reading  of  blueprints  that  are  common  to  the  trade; 
blueprints  of  mechanical  components,  assembly  drawings,  wiring  diagrams  and 
schematics,  floor  plans,  heating  system  plans  including  duct  and  equipment  layout 
plans,  and  shop  sketches.  4 contact  hours  per  week  (1  class,  3 shop). 

Prerequisite:  DFT  1104 

DFT  1117  Blueprint  Reading:  Welding  1 credit  hour 

A thorough  study  of  trade  drawings  in  which  welding  procedures  are  indicated. 
Interpretation,  use  and  application  of  welding  symbols,  abbreviations,  and  specifica- 
tions. 3 contact  hours  per  week  (3  lab). 

Prerequisite:  DFT  1104 

DFT  1118  Pattern  Development  and  Sketching  1 credit  hour 

A study  of  the  methods  involved  in  the  development  and  layout  of  various  pipe 
intersections.  Special  emphasis  is  placed  on  developing  pipe  and  angle  layouts  by 
the  use  of  patterns  and  templates.  3 contact  hours  per  week  (3  shop). 

DFT  1121  Drafting  I 9 credit  hours 

An  introduction  to  drafting  and  the  study  of  drafting  practices.  The  following  are 
covered:  Selection,  use  and  care  of  instruments,  single-stroke  lettering,  applied 
geometry,  orthographic  drawing  and  free  hand  sketching,  dimensioning  and  notes. 
15  contact  hours  per  week  (3  class,  12  lab). 

DFT  1122  Drafting  II  6 credit  hours 

Pictorial  drawings  including  isometric,  oblique  and  perspective,  auxiliary  views, 
sections  and  intersections.  9 contact  hours  per  week  (3  class,  6 lab). 

Prerequisite:  DFT  1121 

DFT  1125  Descriptive  Geometry  3 credit  hours 

Analysis  and  solution  of  three-dimensional  problems  with  drafting  methods.  A review 
of  orthographic  projection  and  auxiliary  views;  point,  line  and  plane  problems.  5 
contact  hours  per  week  (2  class,  3 lab). 

Prerequisite:  DFT  1121 

DFT  1141  Building  Trades  Drafting  I 9 credit  hours 

An  introduction  to  architectural  drafting.  Further  development  of  techniques  in 
lettering  styles,  dimensioning,  and  drafting  expression,  basic  residential  planning, 
light  construction  principles,  typical  architectural  details  and  working  drawings  of 
buildings.  15  contact  hours  per  week  (3  class,  12  lab). 

Prerequisite:  DFT  1122 

DFT  1142  Building  Trades  Drafting  II  9 credit  hours 

Further  development  of  architectural  drafting  with  more  complex  structures;  prepa- 
ration of  complete  sets  of  working  drawings  on  individual  projects,  drafting  room 
organization  and  practices.  15  contact  hours  per  week  (3  class,  12  lab). 
Prerequisites:  DFT  1141,  DFT  1143,  DFT  1144 

DFT  1143  Building  Mechanical  Equipment  3 credit  hours 

Electrical  equipment,  materials  and  drawing  requirements  for  light  construction; 
heating  and  cooling  systems  including  heat  loss  and  heat  gain  calculations;  plumb- 
ing requirements.  3 contact  hours  per  week  (3  class). 

Prerequisite:  DFT  1122 
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DFT  1144  Building  Materials  and  Methods  3 credit  hours 

Materials  and  practices  used  in  building  construction  including  concrete,  framing, 
footings  and  foundations,  building  layout,  interior  and  exterior  finishes,  flooring, 
ceiling  and  roofing  systems,  masonry  construction.  3 contact  hours  per  week  (3 
class). 

DFT  1145  Specifications  and  Contracts  3 credit  hours 

The  purpose  of  specifications  and  the  relationship  with  the  other  contract  docu- 
ments. An  examination  of  ail  the  contract  documents,  their  relationships  and  applica- 
tions. 3 contact  hours  per  week  (3  class). 

Prerequisites:  DFT  1141,  DFT  1143,  DFT  1144 

DFT  1146  Construction  Surveying  3 credit  hours 

An  introduction  to  surveying:  The  use  and  care  of  the  steel  tape,  engineer’s  transit, 
and  engineer’s  level  in  site  surveys  and  buildings  layout.  6 contact  hours  per  week  (2 
class,  4 shop). 

Prerequisite:  MAT  1104 

ECO  102  Economics  I 3 credit  hours 

The  fundamental  principles  of  economics,  including  the  institutions  and  practices  by 
which  people  gain  a livelihood.  Included  is  a study  of  the  laws  of  supply  and  demand 
and  the  principles  bearing  upon  production,  exchange,  distribution,  and  consump- 
tion both  in  relation  to  the  individual  enterprise  and  to  society  at  large.  3 contact 
hours  per  week  (3  class). 

ECO  104  Economics  II  3 credit  hours 

Greater  depth  in  principles  of  economics,  including  a penetration  into  the  composi- 
tion and  pricing  of  national  output,  distribution  of  income,  international  trade  and 
finance,  and  current  economic  problems.  3 contact  hours  per  week  (3  class). 

ECO  201  Principles  of  Economics  5 credit  hours 

This  course  provides  an  overall  picture  of  the  operation  of  our  economy.  The  follow- 
ing topics  are  emphasized:  introduction  to  American  capitalism,  national  income, 
level  of  employment,  fiscal  policy,  monetary  policy,  and  economic  growth.  5 contact 
hours  per  week  (5  class). 

EDP  101R  Compiler  Language  I 4 credit  hours 

A fundamental  course  in  programming.  Language  structure,  statements,  and  pro- 
gramming methods  and  techniques  are  studied.  The  student  will  develop  program 
logic  and  write  programs  for  solving  simple  problems.  5 contact  hours  per  week  (3 
class,  2 lab). 

EDP  103  Introduction  to  Microcomputers  4 credit  hours 

The  compact  microcomputer  is  being  found  in  more  small  businesses  and  private 
homes  each  year.  This  course  will  introduce  students  to  this  equipment  and  some  of 
its  uses.  Complete  programs  will  bedeveloped  and  executed  byeach  student  on  one 
or  more  microcomputer  systems.  6 contact  hours  per  week  (2  class,  4 lab). 

EDP  104  Assembly  Language  4 credit  hours 

The  study  of  symbolic  computer  language.  The  student  will  develop  program  logic 
and  write  programs  using  assembly  language  to  solve  appropriate  assigned  prob- 
lems. 6 contact  hours  per  week  (2  class,  4 lab). 

EDP  105  Compiler  Language  II  4 credit  hours 

Designed  to  provide  basic  training  in  COBOL  programming.  The  COBOL  language 
structure,  statements,  programming  methods  and  techniques  are  studied.  The  stu- 
dent will  develop  program  logic  and  write  COBOL  programs  for  solving  assigned 
problems.  6 contact  hours  per  week  (2  class,  4 lab). 

Prerequisite:  EDP  104  or  EDP  101 R 

EDP  110  Computer  Literacy  3 credit  hours 

This  course  assumes  no  prior  knowledge  of  computers.  The  operational  skills 
needed  to  use  a microcomputer  and/or  computer  terminal  will  be  presented.  Compu- 
ter programs  will  be  used  by  the  student,  but  no  programs  will  be  developed  by  the 
student.  4 contact  hours  per  week  (2  class,  2 lab). 
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EDP  111  Introduction  to  Computer  Science  5 credit  hours 

An  overview  of  the  computer,  local  computing  environment,  and  use  of  “canned” 
programs.  It  includes  a study  of  the  history  of  data  processing  and  computers. 
Introduction  to  computer  systems.  The  student  will  be  introduced  to  computer 
programming  using  the  BASIC  language.  5 contact  hours  per  week  (5  class). 

EDP  112  Program  Logic  and  Planning  3 credit  hours 

This  course  will  help  the  beginning  prog  rammer  to  develop  logic  skills,  necessary  for 
developing  a computer  program.  Different  modes  of  input  and  output  will  be  dealt 
with  in  depth.  Also  included  will  be  a computer  programs  part  in  the  Operating 
System  as  a whole.  4 contact  hours  per  week  (2  class,  2 lab). 

EDP  116  Business  Programming  3 credit  hours 

An  introduction  to  programming  simple  business  applications.  Defining,  planning, 
writing,  running  and  correcting  computerized  solutions  to  sample  business  problems 
will  be  studied.  4 contact  hours  per  week  (2  class,  2 lab). 

EDP  202  Applications  I 4 credit  hours 

This  course  is  designed  to  provide  the  student  with  sufficient  knowledge  in  computer 
methodology  to  permit  the  use  of  computers  in  business.  Emphasis  will  center 
around  the  computer  environment  with  an  in-depth  study  of  the  integration  of  the 
computer  within  business  and  industry.  6 contact  hours  per  week  (2  class,  4 lab). 
Prerequisite:  EDP  105 

EDP  203  Applications  II  4 credit  hours 

This  course  emphasizes  the  preparation  and  utilization  of  operations  data  used  in  a 
typical  business;  case  problems  involving  systems  established  for  collecting  the  data, 
and  generating  information  for  organizational  units  are  studied.  Audit  trails  enabling 
the  tracing  of  transactions  back  to  the  original  source  or  forward  to  the  first  report  are 
analyzed.  Simulated  data  is  used  to  demonstrate  programming  techniques  (using 
COBOL)  required  in  processing  management  information. 6contacthours  perweek 
(2  class,  4 lab). 

Prerequisite:  EDP  202 

EDP  215  Computer  Language  Survey  3 credit  hours 

A survey  and  comparison  of  various  computer  languages.  Students  will  write  and 
execute  basic  programs  in  one  or  more  computer  languages.  4 contact  hours  per 
week  (2  class,  2 lab). 

Prerequisite:  Any  compiler  language 

EDP  216  Research  Project  5 credit  hours 

I ndividual  assignments  of  a carefully  selected  project  designed  to  give  the  student  an 
opportunity  to  initiate  and  carry  out  a project  taken  from  outside  the  school.  This 
course  places  the  responsibility  upon  the  student  to  solve  a significant  problem  with  a 
minimum  of  assistance  from  the  instructor.  9 contact  hours  per  week  (1  class,  8 lab). 
Prerequisite:  EDP  203 

EDP  219  Systems  Analysis  and  Design  5 credit  hours 

This  course  will  introduce  the  student  to  the  functions  of  the  systems  analyst.  By 
means  of  class  and  laboratory  work,  the  student  will  develop  techniques  for  analyzing 
and  designing  solutions  for  business  problems.  Record  and  file  design,  devices,  and 
media  selection  will  be  both  studied  and  applied.  6 contact  hours  per  week  (4  class,  2 
lab). 

EGR  100R  Introduction  to  Engineering  Technology  3 credit  hours 

Introduces  the  student  to  the  field  of  engineering  technology  through  the  study  of 
ethical  engineering  practices,  job  safety,  basic  first-aid,  the  use  of  tools,  problem 
solving  methods,  atomic  and  nuclear  radiation,  mechanical  fasteners  and  fastening 
methods,  hydraulic  principles,  and  basic  electrical  concepts.  Demonstrations  will  be 
used  to  reinforce  concepts  where  applicable  and  possible.  4 contact  hours  per  week 
(2  class,  2 lab). 
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ELC  101  Fundamentals  of  Electricity  I 6 credit  hours 

Elementary  principles  of  electricity  including:  basic  electric  units,  Ohm’s  law,  Kir- 
choffs  law,  network  theorems,  magnetics,  basic  electrical  measuring  instruments, 
inductance,  capacitance,  sine  wave  analysis,  and  non-resonant  resistive,  inductive 
and  capacitive  networks.  9 contact  hours  per  week  (3  class,  6 lab). 

Prerequisites:  MAT  101 R and  EGR  100R  or  department  permission 

ELC  102  Fundamentals  of  Electricity  II  6 credit  hours 

A continuation  of  ELC  101  including:  series  and  parallel  resonant  circuit  analysis, 
resonant  and  non-resonant  transformer  analysis,  basic  polyphase  circuit  analysis, 
basic  power  supply  analysis,  introduction  to  electromechanical  devices,  and  intro- 
duction to  non-linear  resistive  control  devices,  9 contact  hours  per  week  (3  class,  6 
lab). 

Prerequisite:  ELC  101 

ELC  120  Introduction  to  Electrical  Systems  5 credit  hours 

Designed  to  provide  an  engineering  technology  student  with  a basic  understanding 
of  how  the  more  often  used  electrical  systems  operate.  Basic  principles  of  D.C.  and 
A.C.  circuits,  basic  wiring  methods,  single  phase  and  three  phase  service  entrances, 
and  basic  lighting  principles  will  be  introduced  and  investigated.  6 contact  hours  per 
week  (4  class,  2 lab). 

Prerequisite:  EGR  100R  or  departmental  permission 

ELC  201  Electrical  Machinery  4 credit  hours 

Designed  to  give  an  engineering  technology  student  an  understanding  of  the  princi- 
ples of  operation,  control,  and  servicing  of  electrical  machines.  Direct  current  and 
single-phase  and  three-phase  alternating  current  machines  will  be  investigated.  5 
contact  hours  per  week  (3  class,  2 lab). 

Prerequisite:  ELC  1 20  or  departmental  permission 

ELC  1102  Applied  Electricity  3 credit  hours 

The  use  and  care  of  test  instruments  and  equipment  used  in  servicing  electrical 
apparatus  for  air  conditioning  and  refrigeration  installations.  Electrical  principles 
and  procedures  for  troubleshooting  of  various  electrical  devices  used  in  air  condi- 
tioning, heating,  and  refrigeration  equipment.  Included  will  be  transformers,  various 
types  of  motors  and  starting  devices,  switches,  electrical  heating  devices  and  wiring. 
5 contact  hours  per  week  (2  class,  3 shop). 

ELC  1112  Direct  and  Alternating  Current— Electronics  10  credit  hours 

A study  of  the  structure  of  matter  and  the  electron  theory,  the  relationship  between 
voltage,  current  and  resistance  in  series,  parallel  and  series-parallel  circuits.  Analysis 
of  direct  current  circuits  by  Ohm’s  law  and  Kirchoff’s  law;  sources  of  direct  current 
potentials.  Fundamental  concepts  of  alternating  current  flow;  a study  of  reactance 
impedence,  phase  angle,  power  and  resonance  and  alternating  current  circuit  analy- 
sis are  studied  in  their  relationship  and  application  to  electronics  servicing.  20 
contact  hours  per  week  (5  class,  15  shop). 

ELC  1112R  Direct  and  Alternating  Current- 

Electrical  and  Industrial  9 credit  hours 

A study  of  the  structure  of  matter  and  electron  theory,  the  relationship  between 
voltage,  current  and  resistance  in  series,  parallel  and  series-parallel  circuits.  Analysis 
of  direct  current  circuits  by  Ohm’s  law  and  Kirchoffs  law;  sources  of  direct  current 
potentials.  Fundamental  concepts  of  alternating  current  flow;  a study  of  reactance, 
impedence,  phase  angle,  power  and  resonance  and  alternating  current  circuit  analy- 
sis are  studied  in  their  relationship  and  application  to  the  power  and  construction 
industries.  17  contact  hours  per  week  (5  class,  12  shop). 


113 


ELC  1113  Alternating  and  Direct  Current 

Machines  and  Controls  9 credit  hours 

Provides  fundamental  concepts  in  single  and  polyphase  alternating  current  circuits, 
voltages,  currents,  power  measurements,  transformers  and  motors.  Instruction  on 
the  use  of  electrical  test  instruments  in  circuit  analysis.  The  basic  concepts  of  A.C. 
and  D.C.  machines  and  simple  system  controls.  An  introduction  to  the  type  control 
used  in  small  appliances  such  as:  thermostats,  time,  or  sequencing  switches.  17 
contact  hours  per  week  (5  class,  12  shop). 

Prerequisites:  ELC  1112,  MAT  1115 

ELC  1124  Residential  Wiring  8 credit  hours 

Provides  instruction  and  application  in  the  fundamentals  of  blueprint  reading,  plan- 
ning, layout,  and  installation  of  wiring  in  residential  applications  such  as:  services, 
switchboards,  lighting,  fusing,  wire  sizes,  branch  circuits,  conduits.  National  Electri- 
cal Code  regulations  in  actual  building  mock-ups.  14  contact  hours  per  week  (5  class, 
9 shop). 

ELC  1125  Commercial  and  Industrial  Wiring  9 credit  hours 

Layout,  planning,  and  installation  of  wiring  systems  in  commercial  and  industrial 
complexes,  with  emphasis  upon  blueprint  reading  and  symbols,  the  related  National 
Electrical  Codes,  and  the  application  of  the  fundamentals  to  practical  experience  in 
wiring,  conduit  preparation,  and  installation  of  simple  systems.  17  contact  hours  per 
week  (5  class,  12  shop). 

ELC  1161  Basic  Electricity/Electronics  3 credit  hours 

A study  of  the  basic  electrical/electronics  principles  and  components  needed  for 
troubleshooting  of  the  various  devices  used  on  modern  machines  designed  to  serve 
special  purposes.  A basic  study  is  made  of  alternating  current  and  electrical  distribu- 
tion in  series  and  parallel  circuits.  The  students  become  familiar  with  the  following 
electrical  terms:  insulators,  conductors,  semiconductors,  coils,  relays,  solenoids 
and  polarity.  Safety  with  the  use  of  electricity  and  electrical  devices  is  stressed  at  all 
times.  5 contact  hours  per  week  (2  class,  3 shop). 

ELN  101  Electronic  Instruments  and  Measurements  3 credit  hours 

A study  of  basic  electronic  instruments,  their  theory  of  operation,  function,  toleran- 
ces, and  calibration.  Both  service  and  laboratory  instruments  will  be  studied.  Labora- 
tory experience  will  provide  application  of  each  type  instrument  studied.  5 contact 
hours  per  week  (1  class,  4 lab). 

ELN  105  Control  Devices  7 credit  hours 

An  in-depth  study  of  non-linear  resistive  control  devices  including:  vacuum  and 
gas-filled  tubes;  BJT,  FET,  and  UJT  transistors;  P-N  signal  and  tunnel  diode  devices; 
gated  thyrister  devices;  Zener  diodes;  bidirectional  diode  devices;  and  integrated 
circuit  concepts.  For  each  device,  there  will  be  a study  of  basic  parameters  with 
examples  of  applications  in  common  use.  9 contact  hours  per  week  (5  class,  4 lab). 
Prerequisite;  ELC  102 

ELN  205  Applications  of  Control  Devices  7 credit  hours 

Practical  applications  of  non-linear  resistive  control  devices  to  circuits  currently 
used  in  industry  and  communications.  After  a short  familiarization  with  applications 
of  vacuum  tube  circuits,  an  in-depth  study  will  be  conducted  of  the  applications  of 
discrete  solid  state  components  to  circuits  such  as  amplifiers,  regulators,  modula- 
tors, detectors,  oscillators,  gates,  and  counters.  9 contact  hours  per  week  (5  class,  4 
lab). 

Prerequisite:  ELN  105 

ELN  210  Semiconductor  Circuit  Analysis  6 credit  hours 

A study  in  some  depth  of  the  analysis  and  design  of  semiconductor  circuits.  Network 
theorems  and  equivalent  circuits  are  used  in  evaluating  total  circuit  performances. 
Device  peculiarities  and  limitations  pertinent  to  reliable  operations  are  considered. 
H.Y.Z.  and  T.  parameters  are  employed  as  well  as  signal-flow  graphs.  7 contact  hours 
per  week  (5  class,  2 lab). 

Prerequisites:  ELN  205,  MAT  201 
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ELN  214  Wave  Shaping  and  Pulse  Circuits  I 4 credit  hours 

A study  of  wave  shaping  techniques,  broadband  amplifiers,  multi-vibrators,  chopper, 
clipper  and  clamper  circuits,  pulse  techniques  and  simple  switch  and  gate  circuits.  6 
contact  hours  per  week  (2  class,  4 lab). 

Prerequisites:  ELN  205,  MAT  103 

ELN  215  Wave  Shaping  and  Pulse  Circuits  II  4 credit  hours 

A study  of  the  operation  and  application  of  complex  gate  circuits,  step  counters, 
restorers,  digital  logic  circuits,  operational  amplifiers  and  micro  processors.  6 con- 
tact hours  per  week  (2  class,  4 lab). 

Prerequisite:  ELN  214 

ELN  220  Electronics  Systems  7 credit  hours 

A study  of  numerous  electronic  systems  using  modules  or  blocks  of  various  circuits 
arranged  in  various  manners  to  produce  complex  electronic  systems.  Interface  prob- 
lems and  techniques  between  analog  and  digital  systems  using  various  types  of 
transducers  will  be  emphasized.  9 contact  hours  per  week  (5  class,  4 lab). 
Prerequisites:  ELN  210,  ELN  214 

ELN  1118  Industrial  Electronics  I 5 credit  hours 

A study  of  basic  theory,  operating  characteristics,  and  application  principles  of 
vacuum  tubes,  gaseous  tubes,  and  semiconductor  devices  commonly  used  in  indus- 
trial applications.  The  study  will  include  an  introduction  of  these  devices  as  used  in 
basic  amplifier,  rectifier  regulator  and  control  circuits.  9 contact  hours  per  week  (3 
class,  6 shop). 

Prerequisite:  ELC  1113 

ELN  1119  Industrial  Electronics  II  5 credit  hours 

A study  of  the  operating  principles  and  servicing  techniques  of  commonly  used 
industrial  electronic  systems.  The  study  will  include  motor  controls,  alarm  systems, 
heating  and  air  conditioning  controls,  magnetic  amplifier  controls  and  others.  An 
introduction  to  interfacing  of  analog  and  digital  systems  will  be  included.  9 contact 
hours  per  week  (3  class,  6 shop). 

Prerequisite:  ELN  1118 

ELN  1123  Amplifier  Systems  4 credit  hours 

An  introduction  to  commonly  used  servicing  techniques  as  applied  to  monophonic 
and  stereophonic  high  fidelity  amplifier  systems  and  auxiliary  equipment.  The  opera- 
tion and  servicing  of  intercommunication  amplifiers  and  switching  circuits  will  also 
be  taught.  8 contact  hours  per  week  (2  class,  6 shop). 

Prerequisites:  ELC  1112 

ELN  1124  Semiconductor  Theory  and  Circuits  8 credit  hours 

Through  class  and  lab  experience  the  student  learns  the  theory  and  operation  of 
semiconductorcomponents.  Classdiscussion  includes  design,  application,  and  ser- 
vicing procedures.  Lab  experience  involves  the  student  with  hands-on  training  in  all 
types  of  semi-conductor  devices.  14  contact  hours  per  week  (5  class,  9 shop). 
Prerequisite:  ELC  1112 

ELN  1125  Communication  and  Video  Equipment  4 credit  hours 

All  types  of  communication  equipment  are  discussed  and  evaluated.  Television, 
radios,  stereo  reproduction  and  transmission,  plus  video  equipment  including 
camera,  video  recorder/player  and  surveillance  equipment  are  first  discussed  in 
block  circuit  stagesthen  in  moredetail  in  individual  stages.  The  industrial  aspect,  and 
utilization  of  each  of  these  types  of  equipment  are  evaluated  and  compared  to  home 
and  community  usage.  Proper  diagnostic  and  servicing  procedures  are  discussed 
and  outlined.  8 contact  hours  per  week  (2  class,  6 shop). 

Prerequisites:  ELN  1124,  ELN  1123 


115 


ELN  1128  Digital  and  Linear  Integrated  Circuits  9 credit  hours 

New  technology  in  integrated  circuits  (IC)  both  digital  and  I inear  are  studied  through 
use  of  text,  lab  manuals,  and  hands-on  trainers.  The  student  learns  the  purpose  and 
fuction  of  IC  electronics  in  commercial  and  industrial  application.  The  era  of  the 
microcomputer  and  microprocessor  is  one  of  the  greatest  evolutions  in  electronics. 
The  key  to  properly  service  these  integrated  circuits  is  a thorough  understanding  of 
the  theory  and  function  of  these  micro-integrated  circuits.  19  contact  hours  per  week 
(4  class,  15  shop). 

Prerequisites:  ELN  1123,  ELN  1124 

ELN  1130  Advanced  Servicing  Techniques  15  credit  hours 

In-depth  study  of  servicing  procedures  of  commercial  and  industrial  equipment  are 
studied.  Fifteen  hours  per  week  are  devoted  to  hands-on  servicing.  Several  field  trips 
during  the  quarter  are  planned  to  see  the  different  segments  of  servicing  in  the  area. 
24  contact  hours  per  week  (9  class,  15  shop). 

Prerequisites:  ELN  1128,  ELN  1129 

ENG  010  Communications  Skiiis  I 5 credit  hours 

PAC  communication  skills  courses  prepare  students  for  college  work  by  improving 
their  writing  skills  and  providing  basic  instruction  in  the  use  of  standard  forms  in 
speech  and  writing.  Skills  I begins  the  sequential  study  with  a practical  pre-grammar 
language  study  using  oral  communication  techniques  and  free-writing  experiences 
to  teach  effective  personal  and  inter-personal  communication.  Course  work  includes 
direct  involvement  with  problem  solving,  decision  making,  goal  setting,  and  career 
planning.  Special  attention  is  given  to  developing  a positive  self-concept.  5 contact 
hours  per  week  (5  class). 

ENG  020  Communication  Skiiis  li  5 credit  hours 

Skills  II  provides  instruction  in  the  use  of  standard  written  forms  and  an  introduction 
to  basic  grammar.  Emphasis  is  on  spelling,  capitalization,  use  of  plurals  and  posses- 
sives,  subject-verb  agreement,  basic  punctuation,  and  the  recognition  and  construc- 
tion of  sentences  and  dictionary  use.  Grammar  study  includes  the  recognition  and 
use  of  action,  linking,  and  helping  verbs;  common  and  proper  nouns;  personal 
pronouns;  and  prepositions.  5 contact  hours  per  week  (5  class). 

ENG  030  Communication  Skiiis  III  5 credit  hours 

This  course  reviews  and  reinforces  the  material  covered  in  Communication  Skills  I 
and  II  and  continues  writing  practice  with  a concentration  on  paragraph  develop- 
ment. Grammar  study  includes  the  recognition  and  use  of  modifiers  and  connectives; 
dependent  and  independent  clauses;  verb  tenses;  and  types  of  pronouns.  Students 
write,  edit,  and  revise  paragraphs;  learn  to  do  summaries;  and  begin  library  work.  5 
contact  hours  per  week  (5  class). 

ENG  040  Communication  Skills  IV  5 credit  hours 

The  final  course  in  the  communication  skills  series  provides  a complete  grammar 
review  and  uses  sentence  combining  techniques  to  strengthen  student  writing.  Spe- 
cial attention  is  given  to  library  research  and  the  planning  and  organization  of  written 
work.  5 contact  hours  per  week  (5  class). 

ENG  101  Grammar  3 credit  hours 

English  101  is  a course  in  basic  English  grammar  with  emphasis  on  the  eight  parts  of 
speech,  spelling,  and  sentence  structure.  Instruction  is  designed  to  encourage  the 
student  to  improve  his  verbal  and  written  communications  by  utilizing  correct  gram- 
matical principles  as  he  learns  them.  3 contact  hours  per  week  (3  class). 

ENG  102  Composition  3 credit  hours 

English  102  is  a course  in  writing  with  emphasis  on  punctuation,  spelling,  sentence 
structure,  paragraph  development,  and  the  short  composition.  The  course  is 
designed  to  improve  the  student’s  writing  skills  by  means  of  practical  application  of 
the  techniques  of  writing.  3 contact  hours  per  week  (3  class). 

Prerequisite;  ENG  101 
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ENG  103  Report  Writing  3 credit  hours 

The  fundamentals  of  English  grammar  and  composition  are  utilized  as  a background 
for  teaching  the  techniques  of  modern  report  writing.  Students  complete  exercises  in 
developing  typical  reports,  using  effective  writing  techniques  and  graphic  devices. 
Each  student  is  required  to  complete  a full-length  research  project  on  a subject 
related  to  his  major  field  of  study.  3 contact  hours  per  week  (3  class). 

Prerequisite:  ENG  102 

ENG  104  Executive  Spelling  3 credit  hours 

English  104  is  a practical  course  designed  to  make  the  student  aware  of  his/her 
spelling  weaknesses  and,  then,  to  improve  his/her  spelling  and  proofreading  skills. 
Emphasis  will  be  placed  on  words  and  phrases  most  likely  to  be  encountered  in  the 
business  world.  In  addition,  the  course  stresses  the  correct  use  of  the  dictionary  as  an 
aid  to  spelling.  3 contact  hours  per  week  (3  class). 

ENG  105  Composition  I 5 credit  hours 

English  105  is  a beginning  college-level  composition  course  in  which  the  student 
studies  English  grammar,  basic  composition  skills,  spelling  and  word  usage,  intro- 
ductory library  research  skills,  and  principlesof  oral  communication.  5 contact  hours 
per  week  (5  class). 

ENG  106  Composition  ii  5 credit  hours 

English  106  is  a continuation  of  English  105  with  primary  emphasis  on  writing  longer 
papers  (essays)  and  research  papers.  Students  continue  to  study  and  review  topics 
listed  above  under  English  105.  5 contact  hours  per  week  (5  class). 

Prerequisite:  ENG  105 

ENG  111  Fundamentais  of  Speech  5 credit  hours 

This  course  introduces  students  to  the  fundamentals  of  public  speaking  through  the 
study  of  classical  and  modern  theories  of  communication  and  through  the  regular 
preparation  and  delivery  of  the  types  of  oral  presentation  under  study.  Assignments 
will  include  parallel  readings  and  a modicum  of  research,  but  the  formal  speech  and 
the  small  group  discussion  will  be  stressed.  5 contact  hours  per  week  (5  class). 

ENG  204  Oral  Communications  3 credit  hours 

Focusing  primarily  on  public  speaking,  this  course  is  designed  to  help  the  student 
improve  as  a sender  and  a receiver  in  the  oral  communication  cycle.  Practical 
application  of  modern  theories  of  communication  will  be  stressed.  Topics  studied 
include  the  informative  and  persuasive  speech,  small  group  discussion,  active  listen- 
ing, management  of  stage  fright,  and  nonverbal  communication.  3 contact  hours  per 
week  (3  class). 

Prerequisite:  ENG  102 

ENG  206  Business  Communications  3 credit  hours 

Business  Communications  develops  skills  and  techniques  in  writing  business  cor- 
respondence. The  course  emphasizes  the  composing  and  typing  of  action-getting 
sales  letters,  business  reports,  letters  involving  credit,  collections,  adjustments, 
complaints,  orders,  acknowledgements,  remittances,  and  inquiries.  3 contact  hours 
per  week  (3  class). 

Prerequisites:  ENG  102,  BUS  102 

ENG  222  American  Literature  Before  1865  5 credit  hours 

English  222  is  a study  of  the  works  of  major  American  literary  figures  such  as  Irving, 
Emerson,  Thoreau,  Cooper,  Hawthorne,  Melville,  and  Poe.  Attention  is  given  to  the 
historical  and  social  background  of  the  various  works.  Students  are  expected  to 
utilize  the  library  extensively  in  order  to  write  a major  research  paper  on  an  important 
literary  topic.  5 contact  hours  per  week  (5  class). 

Prerequisite:  ENG  106 


117 


ENG  223  American  Literature  Since  1865  5 credit  hours 

English  223  is  a continuation  of  English  222.  Students  read  and  study  works  by  and 
about  outstanding  literary  figures  such  as  Whitman,  Dickinson,  Frost,  Sandburg, 
O'Neill,  Williams,  Hemingway,  and  Faulkner.  Attention  is  given  to  the  historical  and 
social  backgrounds  of  the  various  works.  Students  are  expected  to  utilize  the  library 
extensively  in  order  to  write  a major  research  paper  on  an  important  literary  topic.  5 
contact  hours  per  week  (5  class). 

Prerequisite:  ENG  106 

ENG  1101  Reading  Improvement  3 credit  hours 

Reading  Improvement  is  designed  to  improve  the  student’s  ability  in  accurately 
comprehending  written  materials  which  will  benefit  his/her  course  of  study.  Special 
machines  and/or  materials  are  used  for  class  drills  to  broaden  the  span  of  recogni- 
tion, to  increase  eye  coordination  and  word  group  recognition,  and  to  increase 
vocabulary  usage.  3 contact  hours  per  week  (3  class). 

ENG  1102  Communication  Skills  3 credit  hours 

Effective  communication  through  correct  language  usage  in  speaking  and  writing  is 
the  primary  focus  of  this  course.  Also  included  is  the  study  of  listening  skills  and 
elements  of  nonverbal  communication.  This  course  emphasizes  the  practical  appli- 
cation of  these  skills  in  everyday  situations,  particularly  in  the  work  world.  3 contact 
hours  per  week  (3  class). 

Prerequisite:  ENG  1101 

HIS  127  Introduction  to  Modern  European  Civilization  5 credit  hours 

This  course  is  an  introductory  survey  of  major  trends  in  European  social,  economic, 
cultural,  and  political  history  from  the  Renaissance  to  the  present.  5 contact  hours 
per  week  (5  class). 

HIS  201  Introduction  to  American  Civilization  5 credit  hours 

This  course  is  a general  survey  of  the  cultural,  political,  social,  and  economic  devel- 
opment of  the  United  States  from  its  colonial  origins  to  the  present.  5 contact  hours 
per  week  (5  class). 

ISC  1101  Industrial  Safety  3 credit  hours 

A study  of  the  development  of  Industrial  Safety;  accident  occurrence  and  prevention, 
analysis  of  accident  causes  and  costs;  basic  factors  of  accident  control;  safety 
education  and  training;  accident  reporting  and  records;  employer  and  employee 
responsibility;  safety  organizations;  first  aid;  mechanical  safeguards;  personal  pro- 
tective equipment  use;  materials  handling;  fire  prevention  and  protection;  safety 
codes;  and  accident  statistics.  3 contact  hours  per  week  (3  class). 

MAS  1101  Bricklaying  I 8 credit  hours 

The  history  of  the  bricklaying  industry.  Clay  and  shell  brick,  mortar,  laying  founda- 
tions, laying  bricks  to  a line,  bonding,  and  tools  and  their  uses.  Laboratory  work  will 
provide  training  in  the  basic  manipulative  skills.  18  contact  hours  per  week  (3  class, 
1 5 shop). 

MAS  1102  Bricklaying  II  8 credit  hours 

Designed  to  give  the  student  practice  in  selecting  the  proper  mortars,  layout,  and 
construction  of  various  building  elements  such  as  foundations,  walls,  chimneys, 
arches  and  cavity  walls.  The  proper  use  of  bonds,  expansion  strips,  wall  ties  and 
caulking  methods  are  stressed.  20  contact  hours  per  week  (5  class,  15  shop). 
Prerequisite:  MAS  1101 

MAS  1103  Bricklaying  III  10  credit  hours 

Designed  to  give  the  student  continued  practice  in  layout  and  construction  of  various 
types  of  masonry  units.  20  contact  hours  per  week  (5  class,  15  shop). 

Prerequisite:  MAS  1102 
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MAS  1104  Bricklaying  IV  10  credit  hours 

Layout  and  erection  of  reinforced  grouted  brick  masonry  lintels,  fireplaces,  glazed 
tile,  panels,  decorative  stone,  granite,  marble,  adhesive  terra  cotta  and  modular 
masonry  construction  theory  and  techniques.  20  contact  hours  per  week  (5  class,  15 
shop). 

Prerequisite:  MAS  1103 

MAS  1113  Masonry  Estimating  4 credit  hours 

This  is  a practice  course  in  quantity  “take  off”  from  prints  of  the  more  common  type 
jobs  for  bricklayers  and  masons.  Figuring  the  quantities  of  materials  needed  and 
costs  of  building  various  components  and  structures.  6 contact  hours  per  week  (3 
class,  3 shop). 

Prerequisite:  MAS  1103 

MAS  1114  Building  Codes  3 credit  hours 

A study  is  made  of  building  codes  and  the  minimum  requirements  for  local,  county, 
and  state  construction  regulations.  This  involves  safety,  sanitation,  mechanical 
equipment  and  materials.  Also,  review  will  be  made  of  the  minimum  property 
requirements  of  the  Federal  Housing  Administration  and  the  North  Carolina  State 
Code,  3 contact  hours  per  week  (3  class). 

MAT  001  Mathematics  I 5 credit  hours 

Reading  numerals;  operations  with  whole  numbers;  addition,  subtraction,  multiplica- 
tion, and  division  of  whole  numbers;  prime  and  composite  numbers;  factors  and 
multiples  of  numbers;  use  of  greater  common  factor  in  reduction  of  fractions;  use  of 
prime  factorization  in  finding  least  common  denominator;  and  multiplication,  di- 
vision, addition,  and  subtraction  of  fractions.  5 contact  hours  per  week  (5  class). 

MAT  002  Mathematics  II  5 credit  hours 

Relationship  between  common  and  decimal  fractions;  conversion  of  common  frac- 
tions to  decimal  fractions;  addition,  subtraction,  multiplication,  and  division  of 
decimal  fractions  with  emphasis  on  multiplication  and  division;  the  meaning  of 
percent;  relationship  between  percent,  fractions  and  decimals;  finding  percentage, 
base,  and  rate;  and  finding  interest  and  principal  on  notes  and  savings  accounts.  5 
contact  hours  per  week  (5  class). 

Prerequisite:  MAT  001  or  equivalent 

MAT  003  Mathematics  III  5 credit  hours 

Basic  geometry  of  lines;  measurements  and  scales;  the  meaning  and  measurement  of 
angles;  reading  and  drawing  angles;  applications  of  angle  measurement  of  areas, 
volumes,  weights,  time  and  speed;  units  of  measure;  introduction  to  metric  system; 
and  introduction  to  algebra.  5 contact  hours  per  week  (5  class). 

Prerequisite:  MAT  002  or  equivalent 

MAT  004  Mathematics  IV  5 credit  hours 

Basic  concepts  of  algebra;  algebraic  symbols;  signed  numbers;  equations;  and  spe- 
cial products  and  factoring.  5 contact  hours  per  week  (5  class). 

Prerequisite:  MAT  003  or  equivalent 

MAT  100R  Technical  Mathematics  5 credit  hours 

Designed  to  provide  the  student  with  adequate  algebraic  background  to  enter  MAT 
101R.  Upon  successful  completion  of  this  course,  students  will  take  MAT  101,  MAT 
102,  and  MAT  103  during  Winter,  Spring,  and  Summer  Quarters,  respectively.  5 
contact  hours  per  week  (5  class). 

MAT  101R  Technical  Mathematics  I 5 credit  hours 

The  real  number  system  is  developed  as  an  extension  of  natural  numbers.  Number 
systems  of  various  bases  are  introduced.  Fundamental  algebraic  operations,  the 
rectangular  coordinate  systems,  as  well  as  fundamental  trigonometric  concepts  and 
operations  are  introduced.  The  application  of  these  principles  to  practical  problems 
is  stressed.  5 contact  hours  per  week  (5  class). 

Prerequisite:  MAT  100R  or  departmental  permission 
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MAT  102  Technical  Mathematics  II  5 credit  hours 

A complete  study  of  analytical  and  numerical  trigonometry,  including  identities, 
angle  reduction,  graphs  of  the  trigonometric  functions  with  amplitude  period  and 
phase  changes,  composite  angles,  right  angles,  oblique  triangles,  and  trigonometric 
equations.  5 contact  hours  per  week  (5  class). 

Prerequisite:  MAT  101 

MAT  103  Technical  Mathematics  III  5 credit  hours 

A complete  study  of  the  complex  number  system  in  rectangular  and  polar  form  with 
special  emphasis  on  DeMoivre’s  theorem.  Analytic  geometry  with  emphasis  on  the 
conic  sections  is  studied  in  detail.  A brief  introduction  to  the  basic  ideas  of  calculus  is 
presented.  5 contact  hours  per  week  (5  class). 

Prerequisite:  MAT  102 

MAT  104  Nursing  Math  2 credit  hours 

This  course  is  designed  to  provide  the  student  with  the  opportunity  to  apply  basic 
mathematical  concepts  as  appropriate  in  nursing.  Emphasis  is  placed  on  working 
with  the  metric,  apothecary,  and  household  systems  in  calculating  dosages  for  all  age 
groups  and  all  medication  routes.  An  introduction  to  abbreviations  used  for  medica- 
tions is  included  in  this  course.  Temperature  conversion  is  also  presented.  2 contact 
hours  per  week. 

Prerequisite  or  Corequisite:  NUR  101 

MAT  105R  Business  Applications  and  Matrix  Algebra  3 credit  hours 

A study  of  applications  of  business  mathematics  and  an  introduction  to  the  algebra  of 
matrices.  The  use  of  office  machines  and  data  processing  equipment  for  business 
mathematics  applications  such  as  percentage,  simple  and  compound  interest,  pay- 
rolls, financial  statements,  and  inventory  control.  Addition,  subtraction,  multipli- 
cation and  “division”  of  matrices  will  be  studied  and  their  applications  to  data 
processing  will  be  considered.  3 contact  hours  per  week  (3  class). 

MAT  107  College  Algebra  5 credit  hours 

Designed  for  the  student  who  has  completed  at  least  two  years  of  high  school 
algebra,  this  course  encompasses  those  subjects  generally  found  in  stringent  college 
algebra  courses.  Subjects  include  review  of  basic  algebra,  exponential  and  logoa- 
rithmic  functions,  matrices,  theory  of  equations,  sequences  and  series,  and  probabil- 
ity. 5 contact  hours  per  week  (5  class). 

MAT  110  Business  Mathematics  5 credit  hours 

This  course  stresses  the  fundamental  operations  and  their  application  to  business 
problems.  Topics  covered  include  payrolls,  price  marketing,  interest  and  discount, 
commission,  taxes,  and  pertinent  uses  of  mathematics  in  the  field  of  business.  5 
contact  hours  per  week  (5  class). 

MAT  111  Introduction  to  College  Mathematics  5 credit  hours 

An  overview  of  mathematics  intended  to  provide  the  student  with  an  awareness  and 
appreciation  of  some  of  the  many  aspects  of  mathematics.  Subjects  include  numera- 
tion systems,  symbolic  logic,  consumer  mathematics,  probability,  statistics,  and  an 
introduction  to  computer  programming  using  the  language  BASIC.  5 contact  hours 
per  week  (5  class). 

MAT  121  Numbering  Systems  and  Boolean  Algebra  3 credit  hours 

A cursory  treatment  of  the  base-ten  numbering  system,  functional  introduction  to 
numbering  systems  with  bases  other  than  10,  transformation  from  one  system  to 
another;  fundamental  operation  in  systems  other  than  the  decimal;  detailed  study  of 
the  binary  system  in  relation  to  machine  calculation;  principles  of  Boolean  algebra 
and  its  contribution  to  digital  devices  and  data  processing.  3 contact  hours  per  week 
(3  class). 

MAT  113  CriminalJustice  Mathematics  5 credit  hours 

The  math  principles  presented  are  designed  to  meet  the  needs  of  the  criminal 
j ustice-protective  service  professional.  Topics  studied  are  formulas,  logarithms,  right 
triangle  trigonometry,  graphing,  and  statistics  in  relation  to  applications  for  VASCAR, 
breathalizer,  radar,  and  other  such  devices.  5 contact  hours  per  week  (5  class). 
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MAT  201  Technical  Mathematics  IV  5 credit  hours 

An  introduction  to  calculus.  Differentiation  and  integration  of  polynomials  are  dis- 
cussed in  detail.  Differentiation  and  integration  of  trigonometric,  exponential,  and 
logarithmic  functions  are  introduced.  5 contact  hours  per  week  (5  class). 

MAT  214  Statistics  5 credit  hours 

This  course  contains  theories  of  statistics  and  their  applications  in  modern  business. 
Kinds  of  regularity  that  exist  among  random  fluctuations.  Experience  in  associating 
and  using  models  to  interpret  physical  phenomena  and  predicting  the  outcome  of 
experiments  related  to  practical  business  and  industrial  problems  is  included.  5 
contact  hours  per  week  (5  class). 

MAT  1101  Fundamentals  of  Mathematics  5 credit  hours 

Practical  numbertheory.  Analysis  of  basic  operations;  addition,  subtraction,  multipli- 
cation and  division.  Fractions,  decimals,  powers  and  roots,  percentages,  ratio  and 
proportion.  Plane  and  solid  geometric  figures  used  in  industry:  measurement  of 
surfaces  and  volumes.  Introduction  to  algebra  used  in  trades.  Practice  in  depth.  5 
contact  hours  per  week  (5  class). 

MAT  1103  Vocational  Mathematics  I 3 credit  hours 

Fundamental  properties  and  definitions;  plane  and  solid  geometric  figures:  selected 
general  theorems;  geometric  construction  of  lines,  angles  and  plane  figures;  dihedral 
angles:  area  of  plane  figures,  and  volumes  of  solids.  Geometric  principles  are  applied 
to  shop  operations.  3 contact  hours  per  week  (3  class). 

Prerequisite:  MAT  1101 

MAT  1104  Vocational  Mathematics  II  3 credit  hours 

Trigonometric  ratios:  solving  problems  with  righttriangles  using  tables,  and  interpo- 
lating: solution  of  oblique  triangles  using  law  of  sines  and  law  of  cosines;  graphs  of 
the  trigonometric  function;  inverse  functions,  trigonometric  equations.  All  topics  are 
applied  to  practical  problems.  3 contact  hours  per  week  (3  class). 

Prerequisite:  MAT  1103 

MAT  1112  Building  Trades  Mathematics  3 credit  hours 

Practical  problems  dealing  with  volumes,  weights,  ratios:  mensuration  and  basic 
estimating  practices  for  building  materials.  3 contact  hours  per  week  (3  class). 
Prerequisite:  MAT  1101 

MAT  1115  Electrical  Mathematics  I 5 credit  hours 

An  introductory  course  in  mathematics  including  review  of  arithmetic  skills.  Opera- 
tions with  algebraic  terms  are  introduced.  Basic  skills  with  literal  numbers,  algebraic 
signs,  factoring,  and  solutions  of  first  degree  equations  for  electrical  formula  manipu- 
lation are  developed.  Trigonometric  functions  and  their  graphs  are  studied  briefly.  5 
contact  hours  per  week  (5  class). 

MAT  1116  Electrical  Mathematics  II  5 credit  hours 

A working  knowledge  of  the  powers  of  10,  Ohm’s  Law  for  series  and  parallel  circuits, 
quadratic  equations,  Kirchoff’s  Law,  trigonometric  functions,  plane  vectors,  alternat- 
ing currents,  vector  algebra  and  logarithms.  5 contact  hours  per  week  (5  class). 
Prerequisite:  MAT  1115 

MAT  1119  Math  for  Practical  Nurses  3 credit  hours 

A study  of  basic  arithmetic  procedures:  addition,  subtraction,  multiplication,  di- 
vision, fractions,  percentages,  ratios  and  proportions.  A study  of  metric  and  apothe- 
cary systems  of  weights  and  measures  is  also  included,  along  with  Fahrenheit  and 
centigrade  scales,  solutions  and  dosages.  3 contact  hours  per  week  (3  class). 

MAT  1123  Machinist  Mathematics  3 credit  hours 

Introduces  gear  ratio,  lead  screw  and  indexing  problems  with  emphasis  on  applica- 
tion to  the  machine  shop.  Practical  applications  and  problems  furnish  the  trainee  with 
experience  in  geometric  propositions  and  trigonometric  relations  to  shop  problems; 
concludes  with  an  introduction  to  compound  angle  problems.  3 contact  hours  per 
week  (3  class). 

Prerequisite:  MAT  1104 
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MEC  101  Machine  Processes  I 3 credit  hours 

An  introductory  course  designed  to  acquaint  the  student  with  basic  hand  tools,  safety 
procedures  and  machine  processes  of  our  modern  industry.  It  will  include  study  of 
measuring  instruments,  characteristics  of  metals  and  cutting  tools.  The  student  will 
become  familiar  with  the  lathe  family  of  machine  tools  by  performing  selected 
operations  such  as  turning,  facing,  threading,  drilling,  boring,  and  reaming.  6 contact 
hours  per  week  (1  class,  5 lab). 

MEC  102  Machine  Processes  II  3 credit  hours 

A continuation  of  MEC  101  with  advanced  operations  on  lathe,  drilling,  boring  and 
reaming  machines;  including  milling  machine  theory  and  practice,  thorough  study  of 
the  types  of  milling  machines,  cutters,  jig  and  fixtures  devices  and  the  accessories 
used  in  a modern  industrial  plant.  Course  also  includes  coverage  of  topics  such  as 
powder  metallurgy,  plastic  molding,  welding  and  heat  treating  and  a continuation  of 
machine  processing  by  numerical  control  which  will  include  writing  manufacturing 
process  sheets  for  cutting  N.C.  tapes  for  numerical  control  machines.  Safety  in  the 
operational  shop  is  stressed.  6 contact  hours  per  week  (6  lab). 

MEC  110  Introduction  to  Heat  Transfer  4 credit  hours 

This  is  a basic  course  designed  to  acquaint  the  student  with  the  principles  of  heat, 
heat  transfer,  heat  engines,  refrigeration  and  air-conditioning.  Emphasis  is  placed  on 
calculations  involving  these  processes.  5 contact  hours  per  week  (3  class,  2 lab). 
Prerequisite:  MAT  101 R,  PHY  101 

MEC  205  Strength  of  Materials  4 credit  hours 

Study  of  principles  and  analysis  of  stresses  which  occur  within  machine  and  struc- 
ture elements  subjected  to  various  types  of  loads  such  as  static,  impact,  varying  and 
dynamic.  Analyses  of  these  stresses  are  made  as  applied  to  thin- walled  cylinders  and 
spheres,  riveted  and  welded  joints,  beams,  columns  and  machine  components,  5 
contact  hours  per  week  (3  class,  2 lab). 

Prerequisite:  PHY  106 

MEC  207  Kinematics  5 credit  hours 

This  course  is  an  introduction  to  the  basic  concepts  and  principles  of  dynamics  and 
kinematics.  The  geometry  of  motion,  angular  velocity  and  acceleration,  work, 
energy,  linear  momentum  and  mechanical-vibration  are  covered.  Emphasis  is  on  the 
analytical  solution  of  applied  problems.  5 contact  hours  per  week  (5  class). 
Prerequisites:  MAT  103,  PHY  106 

MEC  210  Physical  Metallurgy  4 credit  hours 

A basic  course  in  metallurgy  which  deals  with  both  ferrous  and  non-ferrous  metals. 
The  physical  and  chemical  properties  of  all  common  metals  are  investigated.  Particu- 
lar emphasis  is  placed  on  various  heat  treating  methods.  6 contact  hours  per  week  (3 
class,  3 lab). 

Prerequisite:  PHY  101 

MEC  235  Hydraulics  and  Pneumatics  4 credit  hours 

The  basic  theories  of  hydraulic  and  pneumatic  systems.  Combinations  of  systems  in 
various  circuits.  Basic  designs  and  functions  of  circuits  and  motors,  controls,  elec- 
trohydraulic  servomechanisms,  plumbing,  filtration,  accumulators  and  reservoirs.  6 
contact  hours  per  week  (3  class,  3 lab). 

Prerequisite:  PHY  102 

MEC  1101  Machine  Shop  Theory  and  Practice  I 7 credit  hours 

An  introduction  to  the  machinist  trade  and  the  potential  it  holds  for  a craftsman.  Deals 
primarily  with  the  identification,  care  and  use  of  basic  hand  tools  and  precision 
measuring  instruments.  Elementary  layout  procedures  and  processes  of  lathe,  drill 
press,  grinding  (off-hand)  and  milling  machines  will  be  introduced  both  in  theory  and 
practice.  15  contact  hours  per  week  (3  class,  12  shop). 
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MEC  1102  Machine  Shop  Theory  and  Practice  II  7 credit  hours 

Advanced  operations  in  layout  tools  and  procedures,  power  sawing,  drill  press, 
surface  grinder,  milling  machine,  and  shaper.  The  student  will  be  introduced  to  the 
basic  operations  of  the  cylindrical  grinder  and  will  select  projects  encompassing  all 
the  operations,  tools  and  procedures  thus  far  used  and  those  to  be  stressed  through- 
out the  course.  15  contact  hours  per  week  (3  class,  12  shop). 

Prerequisite:  MEC  1101 

MEC  1103  Machine  Shop  Theory  and  Practice  III  7 credit  hours 

Advanced  work  on  the  engine  lathe,  turning,  boring  and  threading  machines,  grind- 
ers, milling  machines  and  shapers.  Introduction  to  basic  indexing  and  terminology 
with  additional  processes  on  calculating,  cutting  and  measuring  of  spur,  helical,  and 
worm  gears  and  wheels.  The  trainee  will  use  precision  tools  and  measuring  instru- 
ments such  as  vernier  height  gauges,  protractors,  comparators,  etc.  Basic  exercises 
will  be  given  on  the  turret  lathe  and  on  the  tool  and  cutter  grinder.  15  contact  hours 
per  week  (3  class,  12  shop). 

Prerequisite:  MEC  1102 

MEC  1104  Machine  Shop  Theory  and  Practice  IV  7 credit  hours 

Development  of  class  project  using  previously  learned  procedures  in  planning,  blue- 
print reading,  machine  operations,  final  assembly  and  inspection.  Additional  pro- 
cesses on  the  turret  lathe,  tool  and  cutter  grinder,  cylindrical  and  surface  grinder, 
advanced  milling  machine  operations,  etc.  Special  procedures  and  operations,  pro- 
cesses and  equipment,  observing  safety  procedures  faithfully  and  establishing  good 
work  habits  and  attitudes  acceptable  to  the  industry.  15  contact  hours  per  week  (3 
class,  12  shop). 

Prerequisite:  MEC  1103 

MEC  1112  Machine  Shop  Processes  2 credit  hours 

Designed  to  acquaint  the  student  with  the  procedures  of  layout  work  and  the  correct 
use  of  hand  and  machine  tools.  Experiences  in  the  basic  fundamentals  of  drill  press 
and  lathe  operation;  hand  grinding  of  drill  bits  and  lathe  tools;  setup  work  applied  to 
the  trade.  6 contact  hours  per  week  (6  shop). 

MEC  1113R  Weiding  Metallurgy  3 credit  hours 

A course  in  basic  metallurgy  which  emphasizes  characteristics  of  both  ferrous  and 
non-ferrous  metals.  All  types  of  metallurgical  heat  treatment  will  be  included.  The 
welding  heat  affected  zone  will  be  given  special  attention.  3 contact  hours  per  week  (3 
class). 

MEC  1118  Introduction  to  Metals  4 credit  hours 

This  course  is  designed  to  familiarize  the  student  with  the  different  properties  of 
ferrous  and  non-ferrous  metals.  It  provides  a background  for  understanding  the 
physical  changes  and  chemical  metallurgy  of  producing  metals.  Explains  the  mate- 
rial designation  system,  classifications  of  steels,  trade  names  and  cross  reference 
information  for  comparable  materials.  Common  shop  terms  used  in  treatment  of 
metals  will  be  explained.  5 contact  hours  per  week  (3  class,  2 lab). 

MEC  1119  Applied  Metallurgy  3 credit  hours 

Covers  practical  metallurgy  theory  and  practice  in  the  treatment  of  ferrous  and 
non-ferrous  metals.  Actual  practice  of  heat  treatment  will  be  performed  on  sample 
materials  with  emphasis  on  low  and  high  carbon  steels.  Relationships  between  part 
design  and  heat  treatment  will  be  applied.  Testing  equipment  for  verification  of 
correct  treatment  will  be  used.  5 contact  hours  per  week  (2  class,  3 lab). 
Prerequisite:  MEC  1118 

MEC  1120  Duct  Construction  and  Installation  5 credit  hours 

Study  of  the  fabrication,  installation,  and  maintenance  of  ducts  using  various  mate- 
rials and  fittings  to  achieve  correct  air  flow.  Course  covers  safety,  fabrication,  tools 
and  equipment,  cutting  and  shaping,  fasteners  and  fabrication  practices,  and  insula- 
tion, ventilating  hoods,  layout  methods,  and  development  of  duct  systems.  The 
student  will  study  the  installation  of  various  duct  systems  and  perform  on-the-site 
modifications.  9 contact  hours  per  week  (3  class,  6 shop). 
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MEC  1133  Electrical  and  Mechanical  Maintenance  I 5 credit  hours 

To  acquaint  the  student  with  the  basic  fundamentals  of  installation,  maintenance, 
and  repairof  machines.  Various  electrical,  solid  state  electronic,  mechanical,  hydrau- 
lic, pneumatic  systems  and  lubrication  devices  are  installed  and  maintained. 
Methods  of  rigging  and  machine  installation  including  location,  leveling  and  fasten- 
ing are  covered.  The  use  of  precision  measuring  tools  and  checking  for  accuracy; 
squareness  and  correct  center  line  distances  is  stressed  for  prestart  inspection.  9 
contact  hours  per  week  (3  class,  6 shop). 

Prerequisite:  ELC1112R 

MEC  1134  Electrical  and  Mechanical  Maintenance  II  5 credit  hours 

A study  is  made  of  those  parts  of  the  electrical  code  which  affect  the  work  of  the 
Industrial  maintenance  craftsman.  Practical  experience  is  provided  in  wiring,  install- 
ing, and  connecting  the  various  types  of  lighting,  heating,  air  conditioning,  and 
power  installations.  Training  is  provided  in  troubleshooting,  identification  and  test- 
ing of  circuits,  in  making  mechanical  adjustments  and  related  maintenance  opera- 
tions on  various  machines.  Schematic  diagrams  showing  the  plan  of  operation  for 
each  system,  electrical  or  mechanical,  are  used.  9 contact  hours  per  week  (3  class,  6 
shop). 

Prerequisite:  MEC  1133 

MEC  1140  Hydraulics — Fundamentals  3 credit  hours 

This  course  is  arranged  to  give  the  student  a general  knowledge  of  the  basic  compo- 
nents of  hydraulic  systems,  as  well  as  a general  understanding  of  the  basic  laws  and 
formulas  used  in  simple  hydraulic  calculations.  Course  covers  such  topics  as  the  use 
of  standard  hydraulic  symbols,  pumps,  control  valves,  control  assemblies  actuators 
and  basic  maintenance  procedures.  3 contact  hours  per  week  (3  class). 

MEC  1252  Coin  and  Currency  Changers  3 credit  hours 

A study  of  the  principles,  functions,  adjustments  and  the  repair  of  coin  rejectors, 
acceptors,  and  changers.  A basic  knowledge  of  the  operation  and  maintenance  of  the 
several  types  of  currency  changers  is  required.  7 contact  hours  per  week  (1  class,  6 
shop). 

MEC  1253  Mechanical  Vending  Machines  5 credit  hours 

Consists  of  removing,,  adjusting  and  replacing  component  parts  of  machines  for 
proper  operation.  Candy,  cigarette,  hot  food,  pastry  and  snack  machines  are  typical 
mechanical  vending  machines.  A complete  knowledge  of  each  machine,  along  with 
the  trade  terminology  and  nomenclature  used  in  the  vending  trade,  is  included.  Care 
and  the  proper  and  safe  use  of  all  types  of  hand  tools,  both  electrical  and  manual  is 
stressed.  9 contact  hours  per  week  (3  class,  6 shop). 

MEC  1256  Beverage  Machines— Cold  7 credit  hours 

The  complete  operation  of  a posLmix  beverage  machine  is  learned  by  using  several 
types  designed  by  different  manufacturers.  Emphasis  is  placed  on  sanitation  proce- 
dures and  safety  dealing  with  pressure  systems.  13contact  hours  per  week  (4  class,  9 
shop). 

MEC  1257  Beverage  Machines— Hot  5 credit  hours 

Complete  studies  are  made  of  brew-type  coffee  machines.  Open  and  closed  water 
systems  and  the  safety  rules  which  apply  are  stressed.  9 contact  hours  per  week  (3 
class,  6 shop). 

MEC  1258  Electrically-Operated  Vending  Machines  5 credit  hours 

Electrically-operated  equipment  included  in  this  category  is  used  for  vending  such 
products  as:  candy,  cigarettes,  milk  and  ice  cream.  Various  methods  are  used  to 
enable  the  vended  products  to  reach  the  customer.  Disassembling  the  coin  compo- 
nents, cleaning,  replacing,  reassembling  and  making  proper  adjustments  for  good 
operations  is  practiced  by  the  students.  9 contact  hours  per  week  (3  class,  6 shop). 
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MEC  1259  Vending  Machine  Installation, 

Service  and  Maintenance  8 credit  hours 

Provides  a thorough  knowledge  of  putting  the  machine  in  full  operation  including 
adding  products  and  measuring  the  ingredients  for  proper  amounts  and  detecting 
signs  of  wear  on  moving  parts  which  may  lead  to  future  malfunctions.  T roubleshoot- 
ing is  learned  through  pre-arranged  “out-of-orders”  on  the  machines.  16  contact 
hours  per  week  (4  class,  12  shop). 

MUS  230  Introduction  to  Music  Appreciation  5 credit  hours 

This  course  attempts  to  develop  knowledge  and  understanding  of  music.  Emphasis  is 
given  to  the  forms  of  music  found  in  different  periods  and  the  relationship  of  music  to 
general  cultural  development.  5 contact  hours  per  week  (5  class). 

NUR  101  Fundamentals  of  Nursing  8 credit  hours 

Fundamentals  of  Nursing  is  an  introductory  course  designed  to  assist  the  student  to 
develop  the  knowledge,  skills,  and  attitudes  needed  to  meet  the  basic  needs  which 
are  common  to  all  individuals.  Basic  concepts  of  communication,  health-illness, 
nursing  process,  asepsis,  health-care  delivery  systems,  pharmacology,  and  the  role 
of  the  ADN  graduate  are  introduced.  Experiences  in  various  health  care  facilities 
provide  the  student  with  opportunities  to  apply  theory.  12  contact  hours  per  week  (5 
class.  4 lab,  3 clinical). 

Prerequisites  or  Corequisites:  BIO  101 

NUR  102  Nursing  of  Adults  and  Children  I 8 credit  hours 

Nursing  of  Adults  and  Children  I is  designed  to  offer  the  student  an  opportunity  to 
begin  utilizing  the  nursing  process  in  meeting  selected  nursing  needs  of  adults  and 
children  in  acute  care  setting.  Focus  will  be  on  clients  experiencing  disorders  of  the 
cardiovascular,  endocrine,  respiratory,  and  integumentary  systems.  13  contact  hours 
per  week  (5  class,  2 lab,  6 clinical). 

Prerequisites  or  Corequisites:  NUR  101,  BIO  102,  PSY  120  and  MAT  104 

NUR  103  Nursing  of  Adults  and  Children  II  10  credit  hours 

Nursing  of  Adults  and  Children  II  provides  the  student  an  opportunity  to  study  the 
nursing  needs  of  clients  with  selected  medical-surgical  conditions,  especially  those 
requiring  surgical  intervention.  The  student  is  expected  to  utilize  the  nursing  process 
more  independently  in  caring  for  clients  in  a variety  of  health  care  settings.  Opportun- 
ities will  be  provided  for  the  student  to  develop  Carry  out  teaching  plans  which  will 
assist  the  client  and  family  to  adapt  to  changing  needs.  Focus  will  be  on  clients  with 
fluid  and  electrolyte  imbalances,  EENT,  Gl,  and  GU  disturbances.  18  contact  hours 
per  week  (6  class,  12  clinical). 

Prerequisites  or  Corequisites:  NUR  101,  BIO  104 

NUR  108  Nursing  of  Women  10  credit  hours 

Nursing  of  Women  focuses  on  family  centered  health  care  of  women  and  infants  in 
the  maternity  cycle.  Emphasis  is  also  placed  on  common  health  needs  of  women 
including  fertility  control  and  selected  gynecologic  disorders.  18  contact  hours  per 
week  (6  class,  12  clinical). 

Prerequisites  or  Corequisites:  NUR  103 

NUR  200  Psychosocial  Nursing  3 credit  hours 

This  course  is  designed  to  introduce  the  principles  relevant  to  nursing  intervention 
for  the  client  who  is  experiencing  deviant  behavior  of  functional  or  organic  origin. 
Predisposing  factors,  pathophysiology,  dynamics  and  modification  of  behavior  for 
psychotic  behaviors,  affective  disorders,  psychosomatic  disorders,  substance  abuse, 
and  other  selected  behaviors  or  problems  will  be  addressed.  3 contact  hours  per 
week. 

Prerequisites  or  Corequisites:  PSY  102,  120  and  NUR  103 
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NUR  201  Nursing  of  Adults  and  Children  III  9 credit  hours 

Nursing  of  Adults  and  Children  III  provides  the  student  with  an  opportunity  to  study 
and  develop  skill  in  implementing  the  nursing  process  to  meet  the  needs  of  clients 
with  selected  musculoskeletal  and  neurologic  disorders.  The  student  will  be 
expected  to  synthesize  knowledge  and  skills  acquired  in  previous  courses  into 
comprehensive  nursing  care  plans  which  the  student  and/or  other  nursing  personnel 
will  implement  to  meet  the  needs  of  selected  clients  in  a variety  of  health  care 
settings.  17  contact  hours  per  week  (5  class,  12  clinical). 

Prerequisites  or  Corequisites;  NUR  103,  202  and  NUT  101 

NUR  202  Mental  Health  Nursing  7 credit  hours 

This  course  is  designed  to  aid  the  student  in  assessing  the  dynamics  of  behavior  and 
in  identifying  interpersonal  needs.  Emphasis  is  placed  on  communications  and 
interpersonal  interviews.  Selection  of  learning  experiences,  class,  and  clinical  is 
influenced  by  an  assessment  of  students'  needs  in  relation  to  the  course  objectives. 
Throughout  the  course,  students  are  encouraged  to  view  themselves  and  the  patients 
as  individuals  with  individual  needs  and  individual  mechanisms  of  adjustment.  24 
contact  hours  per  week  for  S'/z  weeks  (9  class,  15  clinical). 

Prerequisites:  NUR  103,  NUR  200 

NUR  203  Nursing  of  Adults  and  Children  IV  13  credit  hours 

Nursing  Care  of  Adults  and  Children  IV  focuses  on  clients  with  complex  health  needs 
in  a variety  of  settings.  Students  are  also  introduced  to  basic  concepts  of  supervision 
and  leadership  appropriatefor  a Registered  Nurse  in  an  acute  care  setting.  29  contact 
hours  per  week  (5  class,  24  clinical). 

Prerequisites:  NUR  108,  201,  202,  and  206 

NUR  205  Nursing  Seminar  2 credit  hours 

Nursing  Seminar  is  designed  to  assist  the  student  in  exploring  past,  current,  and 
future  trends  and  issues  which  influence  nursing.  Special  emphasis  is  placed  on  the 
role  of  the  ADN  graduate.  Ethical,  legal,  and  professional  rights  and  responsibilities 
are  discussed.  Opportunities  for  personal  and  professional  development  are  ex- 
plored. The  course  is  developed  to  aid  the  student  in  transition  to  the  role  of  the 
graduate  nurse.  2 contact  hours  per  week. 

Corequisite:  NUR  203 

NUR  206  Nursing  of  Adults  8 credit  hours 

Nursing  of  Adults  focuses  on  the  principal  needs  of  clients  with  chronic  illnesses 
and/or  dying.  Emphasis  is  placed  on  the  aging  process  and  the  effect  of  chronic 
illness  upon  the  client  and  family.  Principles  of  rehabilitation  are  also  emphasized.  16 
contact  hours  per  week  for  5'/2  weeks  (4  class  and  12  clinical). 

Prerequisite:  NUR  103 

NUR  1101  Fundamentals  of  Practical  Nursing  10  credit  hours 

An  introduction  to  basic  nursing  principles  and  practices  underlying  safe  nursing 
care  during  observation,  ambulatory  and  mildly  ill  stages.  Emphasis  is  on  concepts  of 
holistic  health  care;  communications;  mental  health  concepts;  safe,  comfortable  and 
therapeutic  environments;  competent  performance  of  basic  nursing  skills;  legal  and 
ethical  responsibility;  accountability  and  liability  of  the  practical  nurse  in  the  health 
care  system  and  historical  development  of  health  care.  Utilization  of  the  13  contact 
hours  per  week  (7  class,  6 lab). 

NUR  1102  Medical-Surgical  Nursing  I 5 credit  hours 

Designed  to  provide  beginning  knowledge  of  health  problems  necessitating  medical 
or  surgical  intervention  and  the  development  of  plans  for  nursing  care  management. 
Identification  of  the  psychological,  physiological  and  sociological  factors  that  affect 
the  health  status  of  the  adult  are  included  as  a vital  part  of  the  nursing  process.  5 
contact  hours  per  week  (5  class). 

Prerequisite:  BIO  1101 
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NUR  1103  Medical-Surgical  Nursing  II  4 credit  hours 

A continuation  of  the  study  of  adults  with  emphasis  on  more  complex  health  prob- 
lems. Included  in  this  course  are:  nursing  care  of  the  patient  with  cardiovascular 
diseases,  digestive  disease,  musculoskeletal,  endocrine,  and  urologic  disorders.  4 
contact  hours  per  week  (4  class). 

Prerequisite:  NUR  1102 

NUR  1104  Medical-Surgical  Nursing  III  3 credit  hours 

This  course  is  a continuation  of  the  study  of  the  disorders  of  the  body  systems, 
including  Reproductive  diseases.  Neuromuscular  diseases.  Disorders  of  the  Eye, 
Ear,  and  disorders  of  the  skin.  Also  included  is  a study  of  emergency  conditions  and 
the  immediate  nursing  care  necessary.  3 contact  hours  per  week  (3  class). 
Prerequisite:  NUR  1103 

NUR  1105  Pharmacology  5 credit  hours 

This  course  is  designed  to  give  the  practical  nurse  student  a basic  knowledge  of 
drugs,  the  dangers  involved  in  handling  laws  regarding  the  use  of  drugs,  side  effects 
and  skills  in  administering  drugs  intelligently  and  safely.  5 contact  hours  per  week  (5 
class). 

Prerequisite:  MAT  1119 

NUR  1106  Practical  Nursing  Seminar  3 credit  hours 

A study  of  the  practical  nurse’s  role  in  legal  and  ethical  responsibilities,  nursing 
organizations,  career  opportunities,  licensure  to  practice,  and  continuing  education 
to  improve  competency  in  nursing  knowledge  and  practice.  The  history  of  nursing, 
the  Nursing  Practice  Act  and  mental  health  concepts  are  also  studied.  3 contact 
hours  per  week  (3  class). 

NUR  1112  Clinical  Nursing  I 5 credit  hours 

Medical,  surgical  and  geriatric  clinical  experiences  are  planned  and  provided  so  that 
the  student  practical  nurse  will  begin  applying  the  nursing  process  in  assessing, 
implementing  and  evaluating  nursing  care.  15  contact  hours  per  week  (15  clinical). 
Prerequisite  and  Corequisites:  NUR  1101,  NUT  1101,  NUR  1 102 

NUR  1113  Nursing  of  Children  4 credit  hours 

Designed  to  guide  students  in  learning  to  provide  safe  effective  professional  nursing 
care  to  children  and  their  families.  Emphasis  is  placed  on  the  difference  between 
nursing  the  child  and  an  adult.  Most  diseases  are  discussed  in  Medical-Surgical 
Nursing.  Using  the  nursing  process,  the  focus  of  this  course  is  upon  special  consid- 
erations - the  precautions,  adjustments,  and  adaptations  that  are  necessary  for  this 
patient  because  of  his  age,  size,  emotional  and  social  behavior.  4 contact  hours  per 
week  (4  class). 

Prerequisite:  NUR  1102 

NUR  1114  Clinical  Nursing  III  7 credit  hours 

Designed  to  provide  supervised  clinical  experience  in  assessing,  planning,  imple- 
menting and  evaluating  nursing  care  for  selected  adult  patients  with  more  complex 
health  problems.  Patient  teaching  and  rehabilitation  are  stressed  as  vital  aspects  of 
the  nursing  process.  21  contact  hours  per  week  (21  clinical). 

Prerequisite  and  Corequisite:  NUR  1133  and  NUR  1104 

NUR  1123  Maternity  Nursing  4 credit  hours 

Designed  to  utilize  the  nursing  process  in  meeting  the  physical  and  psychological 
needs  of  the  patient  and  family  unit  during  the  chi  Id  birth  experience.  4 contact  hours 
per  week  (4  class). 

NUR  1133  Clinical  Nursing  II  7 credit  hours 

This  course  is  designed  to  provide  an  opportunity  for  the  student  to  apply  safe  and 
effective  nursing  measures  while  taking  care  of  medical-surgical  patients  with  an 
emphasis  on  the  administration  of  selected  medications,  the  obstetrical  patient;  the 
newborn  and  the  pediatric  patient.  21  contact  hours  per  week  (21  clinical). 
Prerequisite  and  Corequisites:  NUR  1112,  NUR  1103,  1113,  1123 
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NUT  101  Nutrition  & Diet  Therapy  3 credit  hours 

A study  of  normal  nutrition  and  diet  therapy  including  the  study  of  nutrients,  how  they 
are  used  by  the  body,  and  sources  and  types  of  foods  necessary  for  a balanced  diet  in 
developmental  and  ethnic  variations,  and  physiological  processes  of  digestion, 
absorption,  and  metabolism.  Hospital  diets  commonly  used  for  selected  disorders 
and  principles  of  meal  planning  to  meet  nutritional  requirements  for  all  age  groups 
are  also  studied.  3 contact  hours  per  week  (3  class). 

NUT  102  Therapeutic  Nutrition  3 credit  hours 

This  course  emphasizes  the  science  of  nutrition  as  an  integral  part  of  a therapeutic 
regimen.  Functions  of  food  nutrients  and  the  relationship  between  digestion,  absorp- 
tion, and  cell  metabolism  is  addressed.  The  effect  of  selected  disorders  and  medica- 
tions on  the  nutritional  status  of  an  individual  is  included  drawing  on  the  knowledge 
of  the  pathophysiology  of  selected  disorders  gained  during  previous  nursing 
courses.  3 contact  hours  per  week. 

Prerequisite  or  Corequisite:  CHM  101  and  NUR  103 

PHI  100  Introduction  to  Philosophy  5 credit  hours 

This  course  is  a survey  of  the  major  issues  and  philosophers  in  the  history  of  western 
philosophy.  5 contact  hours  per  week  (5  class). 

PHS  101  Development  of  Physical  Thought  5 credit  hours 

This  course  deals  primarily  with  19th  and  20th  century  science,  such  as  electricity, 
magnetism,  the  nature  of  light,  and  the  strange  worlds  of  the  very  fast  (theory  of 
relativity),  and  the  very  small  (quantum  theory).  5 contact  hours  per  week  (5  class). 

PHY  101  Physics:  Properties  of  Matter  4 credit  hours 

A fundamental  course  covering  several  basic  principles  of  physics.  The  divisions 
included  are  solids  and  their  characteristics,  liquids  at  rest  and  in  motion,  gas  laws 
and  applications.  Laboratory  experiments  and  specialized  problems  dealing  with 
these  topics  are  part  of  the  course.  5 contact  hours  per  week  (3  class,  2 lab). 
Prerequisite:  MAT  101  or  departmental  permission 

PHY  102  Physics:  Work,  Energy,  Power  4 credit  hours 

Major  areas  covered  in  this  course  are  work,  energy,  and  power.  Instruction  includes 
such  topics  as  statics,  forces,  center  of  gravity  and  dynamics.  Units  of  measurement 
and  their  applications  are  vital  parts  of  this  course.  A practical  approach  is  used  in 
teaching  students  the  use  of  essential  mathematical  formulas.  5 contact  hours  per 
week  (3  class,  2 lab). 

Prerequisites:  MAT  101,  PHY  101 

PHY  104  Physics:  Light  and  Sound  4 credit  hours 

A survey  of  the  concepts  involving  wave  motion  leads  to  a study  of  sound,  its 
generation,  transmission  and  detection.  The  principles  of  wave  motion  also  serve  as 
an  introduction  to  a study  of  light,  illumination  and  the  principles  involved  in  optical 
instruments.  Application  is  stressed  throughout.  5 contact  hours  per  week  (3  class,  2 
lab). 

Prerequisites:  MAT  101,  PHY  101 

PHY  106  Applied  Mechanics  5 credit  hours 

Concepts  and  principles  of  statics.  Parallel,  concurrent  and  noncurrent  force  sys- 
tems in  coplanar  and  noncoplanar  situations.  Concepts  of  centroids  and  center  of 
gravity,  moments  of  inertia.  5 contact  hours  per  week  (5  class). 

Prerequisites:  MAT  102,  PHY  102 

PHY  1101  Applied  Science  I 4 credit  hours 

This  course  provides  an  introduction  to  physical  principles  and  their  applications  to 
industry.  Some  of  the  topics  covered  include  systems  of  measurement,  an  introduc- 
tion to  the  properties  of  solids,  liquids,  and  gases  and  the  basic  principles  of  simple 
machines.  5 contact  hours  per  week  (3  class,  2 lab). 
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PHY  1102  Applied  Science  II  4 credit  hours 

This  is  the  second  in  a series  of  two  courses  of  applied  physical  principles.  The  topics 
covered  in  this  course  include  compound  machines,  work,  power,  and  energy,  the 
fundamentals  of  electricity  and  the  basics  of  heat  and  thermometry.  5 contact  hours 
per  week  (3  class,  2 lab). 

PME  1101  Internal  Combustion  Engines  7 credit  hours 

Development  of  athorough  knowledge  and  ability  in  using,  maintaining,  and  storing 
the  various  hand  tools  and  measuring  devices  needed  in  engine  repair  work.  Study  of 
the  construction  and  operation  of  components  of  internal  combustion  engines. 
Testing  of  engine  performance,  servicing  and  maintenance  of  pistons,  valves,  cams 
and  camshafts,  fuel  exhaust  systems,  cooling  systems:  proper  lubrication:  and 
methods  of  testing,  diagnosing  and  repairing.  15  contact  hours  per  week  (3  class,  12 
shop). 

PME  1102  Engine  Electrical  and  Fuel  Systems  9 credit  hours 

A thorough  study  of  the  electrical  and  fuel  systems  of  the  automobile.  Battery 
cranking  mechanisms,  generator,  ignition,  accessories  and  wiring:  fuel  pumps,  car- 
buretors, and  fuel  injectors.  Characteristics  of  fuels,  types  of  fuel  systems,  special 
tools,  and  testing  equipment  for  the  fuel  and  electrical  system.  17  contact  hours  per 
week  (5  class,  12  shop). 

Prerequisite  and  Corequisite:  PME  1101,  PHY  1102 

POL  101  Introduction  to  American  National  Government  5 credit  hours 

This  course  is  an  introductory  study  of:  (1 ) the  basic  concepts  of  political  science,  (2) 
the  brief  history  and  the  basic  principles  of  the  Constitution,  (3)  the  structure, 
functions  of,  and  the  relations  between  the  legislative,  executive  and  judicial 
branches  of  the  national  government,  and  (4)  the  relations  between  the  national  and 
state  governments.  5 contact  hours  per  week  (5  class). 

POL  103  State  and  Local  Government  3 credit  hours 

A study  of  state  and  local  government,  state-federal  interrelationships,  the  functions 
and  prerogatives  of  the  branches.  Problems  of  administration,  legal  procedures,  law 
enforcement,  police  power,  taxation,  revenues  and  appropriations.  Special  attention 
will  be  given  to  North  Carolina.  3 contact  hours  per  week  (3  class). 

POL  201  United  States  Government  3 credit  hours 

A study  of  government  with  emphasis  on  basic  concepts,  structure,  powers,  proce- 
dures and  problems.  3 contact  hours  per  week  (3  class). 

PSY  101  Introductory  Psychology  5 credit  hours 

This  course  is  a survey  of  major  areas  of  psychology,  with  emphasis  on  issues, 
concepts  and  terminology  needed  for  more  advanced  courses.  5 contact  hours  per 
week  (5  class). 

PSY  102  General  Psychology  3 credit  hours 

A study  of  the  basic  principles  of  Psychology  as  a behavioral  science.  Topics  include 
a general  history  of  the  field  from  its  origins  to  the  present  mental  health  movement, 
learning,  motivation,  personality,  adjustment  growth,  human  development,  physio- 
logical bases  of  behavior:  social  psychology,  behavior  disorders  and  treatment.  3 
contact  hours  per  week  (3  class). 

PSY  120  Growth  and  Development  3 credit  hours 

A course  dealing  with  the  physical  and  psychological  growth  and  development  from 
infancy  to  adulthood  with  consideration  of  the  biological,  emotional,  social  and 
cultural  influences  upon  growth.  3 contact  hours  per  week  (3  class). 

Prerequisite:  PSY  102 
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PSY  150  Interpersonal  Relationships  and  Communications  3 credit  hours 

A basic  course  dealing  with  interpersonal  and  communication  skills  used  in  helping 
relationships  and  professions.  The  students  will  be  given  an  opportunity  to  under- 
stand the  self,  learn  growth  techniques,  and  increase  their  level  of  competence  in 
interactions  with  others.  Emphasis  will  be  placed  upon  effective  communications  in 
helping  roles.  The  student  will  learn  techniques  of  interviewing  forspecific  purposes, 
and  acquire  basic  abilities  in  working  with  people.  Attention  is  given  to  communica- 
tion between  the  student  and  his/her  clients.  3 contact  hours  per  week  (3  class). 

PSY  206R  Applied  Psychology  3 credit  hours 

A study  of  the  principles  of  psychology  that  will  be  of  assistance  in  the  understanding 
of  inter-personal  relations  on  the  job.  Motivation,  feelings,  and  emotions  are  consid- 
ered with  particular  reference  to  on-the-job  problems.  Other  topics  investigated 
are:  employee  selection,  supervision,  job  satisfaction,  and  industrial  conflicts.  Atten- 
tion is  also  given  to  personal  and  group  dynamics  so  that  the  student  may  learn  to 
apply  the  principles  of  mental  hygiene  to  his/her  adjustment  problems  as  a worker 
and  a member  of  the  general  community.  3 contact  hours  per  week  (3  class). 

PSY  229  Abnormal  Psychology  5 credit  hours 

A study  of  the  symptoms,  contributing  factors,  treatment,  and  outcomes  of  the 
mentally  ill  and  mentally  defective  as  well  as  maladjusted,  anti-social  persons.  The 
prevalence,  classification  and  nomenclature  of  psychoneurosis,  psychoses,  charac- 
ter disorders,  experiential  and  development  conflicts,  drug  and  alcohol  addiction, 
and  psychosomatic  illness  will  be  examined.  Problems  pertaining  to  the  treatment 
and  control  of  mental  illness  will  be  discussed  from  the  standpoint  of  the  criminal 
justice  system's  responsibilities.  5 contact  hours  per  week  (5  class). 

Prerequisite:  PSY  102 

PSY  231  Personal  Development  3 credit  hours 

This  course  is  designed  to  help  the  student  look  and  feel  more  attractive  and  to 
complement  development  in  other  meaningful  areas.  Areas  of  study  include  physical 
control  and  visual  poise;  personal  grooming  and  makeup  application  (women  only); 
wardrobe  selection;  communication  skills;  social  and  business  etiquette;  techniques 
for  getting  a job,  handling  a job  efficiently  and  relating  to  employers  and  co-workers. 
3 contact  hours  per  week  (3  class). 

PSY  1101  Human  Relations  3 credit  hours 

A study  of  basic  principles  of  human  behavior.  The  problems  of  the  individual  are 
studied  in  relation  to  society,  group  membership,  and  relationships  within  the  work 
situation.  3 contact  hours  per  week  (3  class). 

REA  001  Reading  I 5 credit  hours 

This  course  is  designed  to  provide  the  student  who  is  reading  up  to  4.7  grade  level 
(Gates-MacGinitie  Form  E)  with  skills  of  word  attack  and  comprehension.  These 
skills  will  correlate  with  grade  placement  of  test  and  will  include  basic  work  identifica- 
tion and  meaning  of  material  read.  The  minimum  exit  level  of  the  course  shall  be  4.5 
grade  placement.  5 contact  hours  per  week  (5  class). 

REA  002  Reading  II  5 credit  hours 

This  course  is  designed  for  the  student  whose  reading  level  ranges  from  4.5-f5.8 
grade  placement  (Gates-MacGinitie  Form  E)  with  the  minimum  exit  level  of  5.6.  The 
course  provides  more  advanced  basic  reading  skills  with  directed  application  to  a 
variety  of  reading  situations.  5 contact  hours  per  week  (5  class). 

Prerequisite:  REA  001  or  equivalent. 

REA  003  Reading  III  5 credit  hours 

This  course  is  designed  for  the  student  whose  reading  level  ranges  from  5. 6-7. 5 grade 
placement  (Gates-MacGinitie  Form  E)  with  the  minimum  exit  level  of  7.3.  The  course 
provides  continued  drill  in  the  vocabulary  and  comprehension  areas  plus  locational 
and  study  skills  development.  5 contact  hours  per  week  (5  class). 

Prerequisite:  REA  002  or  equivalent 
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REA  004  Reading  IV  5 credit  hours 

This  course  is  designed  for  the  student  whose  reading  ievei  ranges  from  7.3-10.0 
grade  piacement  (Gates-MacGinitie  Form  E)  with  a minimum  exit  ievei  of  9.0.  The 
course  provides  the  student  with  a concentrated  effort  to  improve  his  comprehension 
by  training  with  iarger  units  of  materiai;  to  enrich  his  vocabuiary  with  speciaiized 
terminoiogy:  to  promote  an  appreciative  interest  in  reading  materiaisand  to  reinforce 
his  study  and  vocationai  skiiis.  5 contact  hours  per  week  (5  ciass). 

Prerequisite:  REA  003  or  equivaient 

REL  430  Introduction  to  Religion  5 credit  hours 

This  course  seeks  to  define  what  religion  is  and  to  outline  different  approaches  to  the 
study  of  religion.  The  following  questions  are  discussed:  What  are  the  roots  of 
religious  faith?  What  might  a mature  religious  faith  look  like?  Readings  relating 
religion  to  the  new  generation  are  part  of  this  study.  5 contact  hours  per  week  (5 
class). 

SOC  101  Introduction  to  Modern  Sociology  5 credit  hours 

This  course  examines  recent  developments  in  sociology,  anthropology  and  social 
psychology.  It  includes  both  social  science  and  public  issues.  5 contact  hours  per 
week  (5  class). 

SOC  102  Principles  of  Sociology  3 credit  hours 

A study  of  the  principles  of  sociology,  attempting  to  provide  an  understanding  of 
culture,  collective  behavior,  community  life,  social  institutions  and  social  change. 
Presents  the  scientific  study  of  man’s  behavior  in  relation  to  others,  the  general 
principles  affecting  the  organization  of  such  relationships  and  the  effects  of  social  life 
on  human  personality  and  behavior.  3 contact  hours  per  week  (3  class). 

SOC  203  Social  Problems  3 credit  hours 

A sociological  analysis  of  aspects  of  American  culture  and  institutions  which  con- 
tribute to  contemporary  social  problems.  The  student  will  develop  an  understanding 
necessary  to  facilitate  more  effective  responses  in  dealing  with  such  problems  as 
citizen  and  professional.  Social  problems  to  be  covered  include  urbanization,  family 
disorganization,  crime  and  delinquency,  mental  illness,  poor  race  and  minority  group 
relations,  and  population  dynamics.  3 contact  hours  per  week  (3  class). 

SSC  201  Social  Science  I 3 credit  hours 

An  integrated  course  in  the  social  sciences,  drawing  from  the  fields  of  anthropology, 
psychology,  history,  and  sociology.  3 contact  hours  per  week  (3  class). 

SSC  202  Social  Science  II  3 credit  hours 

A study  of  social  sciences  with  emphasis  on  economics,  political  science,  and  social 
problems  as  they  relate  to  the  individual.  3 contact  hours  per  week  (3  class). 

SSC  205  American  Institutions  3 credit  hours 

A study  of  the  effect  of  American  social,  economic,  and  political  institutions  upon  the 
individual  as  a citizen  and  as  a worker.  The  course  dwells  upon  current  local,  national, 
and  global  problems  viewed  in  the  light  of  our  political  and  economic  heritage.  3 
contact  hours  per  week  (3  class). 

SSC  212  Marriage  and  The  Family  3 credit  hours 

This  course  introduces  modern  viewpoints  derived  from  scientific  research  and 
philosophy  to  serve  the  student  in  developing  an  informed  perspective  on  marriage, 
the  family,  and  important  related  topics.  Varieties  of  marriage  and  family  patterns  are 
explored  from  the  contexts  of  American  culture  and  social  change.  Attention  is  given 
to  human  emotional  needs.  Romantic  Love,  the  Sexual  Revolution,  marriage  as 
personal  fulfillment,  and  the  parent-child  relationship.  3 contact  hours  per  week  (3 
class). 

WLD  1101  Basic  Gas  Welding  1 credit  hour 

Welding  demonstration  by  the  instructor  and  practice  by  students  in  the  welding 
shop.  Safe  and  correct  methods  of  assembling  and  operating  the  welding  equipment. 
Practice  will  be  given  for  surface  welding:  bronze  welding,  silver  soldering,  and 
flame-cutting  methods  applicable  to  mechanical  repair  work.  3 contact  hours  per 
week  (3  shop). 
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WLD  1103  Welding  1 credit  hour 

The  various  processes  used  for  joining  materials  by  welding  are  discussed.  Lecture 
demonstrations  and  practice  cover  the  oxy acetylene  and  arc  welding  processes,  filler 
metals  used,  gases,  currents,  weldability  of  metals.  Instruction  is  given  in  the  set-up 
and  safe  operation  of  oxyacetylene  welding  apparatus.  Students  prepare  joints  by 
both  hand  and  machine  cutting  with  the  oxyacetylene  torch.  3 contact  hours  per 
week  (3  shop). 

WLD  1123R  Welding  IV  8 credit  hours 

Introduction  and  practical  operation  of  inert  gas  shielded  operation,  safety  and 
practice  in  all  positions.  A thorough  study  of  such  topics  as:  principles  of  operation, 
shielding  gases,  filler  rods,  process  variation  and  applications,  manual  and  automatic 
welding,  developing  skills  on  how  to  sketch  and  layout  work,  learning  how  to  repair 
and  arc  welding.  A study  will  be  made  of  the  equipment.  16  contact  hours  per  week  (4 
class,  12  shop). 

Prerequisites:  WLD  1141,  WLD  1142 

WLD  1124R  Welding  III  11  credit  hours 

Designed  to  provide  practice  in  the  welding  of  the  horizontal,  vertical  and  the  hori- 
zontal fixed  positions  using  the  shielded  metal  arc  welding  process  according  to 
sections  VII  and  IX  of  the  ASM  E code.  Practice  in  welding  of  various  materials  to  meet 
certification  standards.  The  student  uses  various  tests  including  the  guided  bend  and 
tensile  strength  test  to  check  the  quality  of  his  work.  Emphasis  is  placed  on  quality 
work.  23  contact  hours  per  week  (5  class,  18  shop). 

Prerequisites:  WLD  1141,  WLD  1142 

WLD  1141  Welding  I 10  credit  hours 

I ntroduction  to  the  history  of  oxyacetylene  and  arc  welding,  the  principles  of  welding 
and  cutting,  nomenclature  of  the  equipment,  assembly  of  unit.  The  operation  of 
various  AC  transformers,  AC  and  DC  rectifiers,  and  DC  motor  generator  arc  welding 
units.  Welding  procedures  such  as  practice  of  puddling  and  carrying  the  puddle, 
running  flat  beads,  butt  welding  in  the  flat,  vertical  and  overhead  positions,  and  the 
cutting  of  straight  lines  with  the  torch.  Safety  procedures  are  stressed  throughout  the 
program  of  instruction.  20  contact  hours  per  week  (5  class,  15  shop). 

WLD  1142  Welding  II  10  credit  hours 

A review  of  basic  oxyacetylene  cutting  and  welding,  preparation  of  metals,  types  of 
joints,  welding  procedures  and  testing  of  the  welds.  The  operation  of  AC  trans- 
formers and  DC  motor  generator  arc  welding  machines.  Studies  are  made  of  welding 
heats,  polarities,  and  electrodes  for  use  in  joining  various  metal  alloys  by  the  arc 
welding  process.  Afterthestudent  is  capableof  running  beads,  buttand  fillet  welds  in 
all  positions  are  made  and  tested  in  order  that  the  student  may  detect  his  weakness  in 
welding.  Safety  procedures  are  emphasized  throughout  the  course.  20  contact  hours 
per  week  (5  class,  15  shop). 
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CONTINUING  EDUCATION  PROGRAMS 


Richmond  Technical  College  offers  adults,  1 8 years  old  or  older,  a 
variety  of  non-credit  educational  programs  which  afford  an  oppor- 
tunity to  finish  high  school,  to  participate  in  pre-employment  train- 
ing, to  upgrade  current  job  skills,  and  to  improve  personal  and 
family  life.  Continuing  education  offers  a largeselection  of  subjects 
which  are  taught  at  convenient  hours,  at  convenient  locations,  and 
as  frequently  as  needed.  A fee  is  charged  for  most  classes.  Text- 
books and/or  materials,  if  needed,  must  be  purchased  by  the  stu- 
dent. North  Carolina  residents  65  years  old  or  older  are  exempt  from 
registration  fees. 

As  needs  are  identified,  courses  are  developed,  scheduled,  and  an- 
nounced to  the  public.  A listing  of  typical  courses  appears  in  the 
back  of  the  catalog.  To  ensure  themselves  a place  in  the  class, 
interested  persons  are  encouraged  to  pre-register  by  telephoning 
the  receptionist  at  Richmond  Technical  College  (997-3333  or  582- 
1980).  Many  classes  have  enrollment  limits;  therefore,  preference 
will  be  given  to  preregistrants.  Formal  registration  will  take  place  at 
the  first  class  meeting. 

The  public  is  encouraged  to  make  their  needs  and/or  interests 
known  to  the  Continuing  Education  department. 

The  Continuing  Education  Unit 

The  continuing  education  unit  (C.E.U.)  is  used  as  the  basic  means 
for  recognizing  an  individual’s  participation  in,  and  for  recording  the 
institution’s  offering  of,  noncredit  classes,  courses,  and  programs.  A 
C.E.U.  is  defined  as  ten  contract  hours  of  participation  in  an  orga- 
nized continuing  education  experience  under  responsible  spon- 
sorship, capable  direction,  and  qualified  instruction.  There  are  two 
types  of  C.E.U.  application.  Individual  and  Institutional. 

The  following  criteria  are  to  be  utilized  for  the  awarding  of  Indi- 
vidual C.E.U.’s: 

a.  The  noncredit  activity  is  planned  in  responseto  an  assessment 
of  educational  need  for  a specific  target  population. 

b.  There  is  a statement  of  objectives  and  rationale. 

c.  Content  is  selected  and  is  organized  in  a sequential  manner. 

d.  There  is  evidence  of  pre-planning  which  should  include  oppor- 
tunity for  input  by  a representative  of  the  target  group  to  be 
served,  thefaculty  area  having  content  expertise,  and  continu- 
ing education  personnel. 

e.  The  activity  is  of  an  instructional  nature  and  is  sponsored  or 
approved  by  an  academic  or  administrative  unit  of  the  institu- 
tion best  qualified  to  affect  the  quality  of  the  program  content 
and  to  approve  the  resource  personnel  utilized. 

f.  There  is  a provision  for  registration  for  individual  participants 
and  to  provide  data  for  institutional  reporting. 

g.  Appropriate  evaluation  procedures  are  utilized  and  criteria  are 
established  for  awarding  C.E.U.’s  to  individual  students  prior 
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to  the  beginning  of  the  activity.  This  may  include  the  evaluation 
of  student  performance,  instructional  procedures  and  course 
effectiveness. 

Noncredit  offerings  which  do  not  meet  the  Individual  C.E.U.  crite- 
riashould  be  accounted  foronly  in  terms  of  thelnstitutlonal  C.E.U. ; 
no  Individual  C.E.U.’s  should  be  awarded.  Normally  these  noncredit 
offerings  will  be  less  structured  and  more  informal  in  nature. 

Neither  Individual  nor  Institutional  C.E.U.’s  normally  should  be 
used  to  recognize  or  account  for  participation  in  entertainment, 
social,  or  athletic  activities.  Institutional  C.E.U.’s  should  meet  the 
following  criteria: 

a.  The  activity  is  a planned  educational  experience  of  a continu- 
ing education  nature. 

b.  The  activity  is  sponsored  by  an  academic  or  administrative  unit 
of  the  institution  qualified  to  affect  the  quality  of  the  program 
content  and  to  select  and  approve  the  resource  personnel 
utilized. 

c.  Record  of  attendance  is  required  for  institutional  reporting  use 
and  a file  of  program  materials  will  be  maintained  by  the 
College. 

The  continuing  education  program  generally  includes  the  follow- 
ing areas. 


New  and  Expanding  Industry  Training 

The  purpose  of  this  program  is  to  help  new  or  expanding  industry 
meet  immediate  manpower  needs  and  to  encourage  industry  to 
develop  long-range  training  programstosatisfy  continuing  replace- 
ment and  retraining  needs.  Subject  to  minimal  limitations,  RTC,  in 
cooperation  with  the  Industrial  Services  Division  of  the  N.C. 
Department  of  Community  Colleges,  will  design  and  administer  a 
special  program  for  training  the  production  manpower  required  by 
any  new  or  expanding  industry  creating  new  job  opportunities  in 
North  Carolina.  The  program  includes: 

1 . Consultation  in  determining  job  descriptions,  defining  areas  of 
training,  and  prescribing  appropriate  course  outlines,  training 
schedules,  and  materials. 

2.  Selecting  and  training  of  instructors  who  may  be  recruited 
from  the  company  and/or  outside  sources. 

3.  Payment  of  instructors’  wages  for  the  duration  of  the  training 
program. 

4.  Provision  of  a temporary  training  facility  prior  to  the  comple- 
tion of  the  new  plant.  This  space  may  be  at  RTC  or  leased  in  the 
community. 

5.  Payment  of  one-half  the  cost  of  non-salvageable  materials 
expended  in  the  training  program  up  to  a maximum  of  $100  for 
each  new  job. 
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Apprenticeship  Training 

The  North  Carolina  Department  of  Labor  assists  industries  and 
individuals  with  apprenticeship  training  in  a number  of  areas. 
Among  these  are  carpentry,  masonry,  cabinetmaking,  heavy  equip- 
ment operator,  plumbing,  electrical  installation,  electrical  lineman, 
air  conditioning  and  refrigeration,  sheet  metal  worker,  automotive 
mechanics,  auto  body  repair,  and  tool  and  die  making.  New  areas  of 
apprenticeship  are  being  added  each  year.  The  North  Carolina  laws 
require  “at  least  144  hours  peryearof  related  supplemental  instruc- 
tion” for  all  apprentices.  This  education  is  over  and  above  the 
number  of  hours  required  for  the  work  processes  of  the  trade.  The 
North  Carolina  Apprentice  Council  has  designated  the  Community 
College  system  as  its  primary  means  for  delivery  of  supplemental 
instruction.  Richmond  Technical  College  is  prepared  to  assist 
industries  or  individuals  with  supplemental  training  programs  de- 
signed by  its  continuing  education  division,  or  through  regular  cur- 
ricula programs  where  relevant  courses  are  offered. 

Adult  High  School 

Richmond  Technical  College  offers  the  Adult  High  School  pro- 
gram in  cooperation  with  the  Richmond  and  Scotland  County  public 
school  systems.  Students  in  the  Adult  High  School  Diploma  pro- 
gram must  be  at  least  18  years  old  and  not  currently  enrolled  in  any 
public  school.  Persons  between  16  and  18  years  of  age  may  be 
admitted  with  approval  of  the  local  school  superintendent  and  par- 
ents or  guardian. 

All  persons  enrolled  in  the  program  must  earn  credits  or  show 
proficiency  in  English,  mathematics,  social  studies,  and  science  at 
the  1 2th-grade  level  before  being  recommended  for  the  Adult  High 
School  Diploma.  In  addition,  students  are  required  to  successfully 
complete  the  North  Carolina  State  High  School  Competency  Test. 

General  Education  Development  (GED) 

The  GED  program  is  designed  to  help  the  adult  earn  the  equiva- 
lent of  a high  school  diploma.  The  student  studies  subjects  he/she 
needs  to  pass  the  high  school  equivalency  test  which  includes 
reading  comprehension,  mathematics,  English,  history,  and  general 
science.  Upon  successful  completion  of  the  test,  the  student 
receives  a High  School  Equivalency  Diploma  from  the  State  of  North 
Carolina. 

The  GED  Test  is  given  each  month  at  RTC.  Applications  for 
testing  should  be  filed  in  advance  of  the  testing  date. 

Adult  Basic  Education 

For  adults  who  have  not  finished  the  eighth  grade,  Richmond 
Technical  College  offers  free  classes  in  reading,  writing,  mathemat- 
ics, sciences,  and  social  studies.  Books  for  these  classes  are  fur- 
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nished  by  RTC.  Classes  usually  begin  in  September  and  end  in 
June.  Adult  Basic  Education  classes  are  held  at  the  following 
locations: 

Richmond  County: 

Ellerbe  Neighborhood  Center 
Richmond  Correctional  Center 
Richmond  Technical  College 
Ellerbe  Town  Hall 

Scotland  County: 

South  Scotland  Center 
Scotland  High  School 
Oak  Hill  Community  Center 
Wagram  Correctional  Center 

More  classes  may  be  started  in  other  areas  if  there  are  enough 
students  and  suitable  classroom  space.  A new  Adult  Basic  Educa- 
tion class  may  be  started  if  there  are  ten  students. 

Human  Resources  Development  (HRD) 

The  Human  Resources  Development  program  provides  pre- 
vocationaltraining/counseling  and  assistance forchronically  unem- 
ployed and  under-employed  adults.  The  program  is  aimed  at  plac- 
ing these  adults  into  permanent  employment  or  further  educational 
training. 

The  primary  objective  of  HRD  is  to  help  the  jobless  trainee  reor- 
ient himself  to  the  world  of  work  through  the  development  of  com- 
munication skillswhich  are  necessary  forgetting  and  keeping  ajob. 
To  accomplish  this  purpose,  the  HRD  program  first  identifies  and 
recruits  people  within  the  community  who  are  in  the  greatest  need  of 
this  service.  The  unemployed  on  public  assistance  are  preferred 
candidates  for  the  program.  In  an  effort  to  place  each  graduate  in  a 
job  which  fits  his/her  ability  and  interest,  HRD  staff  members 
develop  job  opportunities  within  local  businesses  and  industry.  In 
some  cases,  graduates  may  be  directed  into  specific  vocational 
programs  available  at  Richmond  Technical  College. 

Teacher  Certificate  Renewal 

TeacherCertificate  renewal  workshops  orclasses  are  provided  in 
Richmond  and  Scotland  Counties  in  cooperation  with  local  public 
schools.  When  a need  has  been  expressed  by  school  teachers  and 
officials,  RTC  plans  and  organizes  the  workshop/class  and  sched- 
ules it  at  a time  convenient  to  the  participants.  Students  receive  one 
credit  toward  certificate  renewal  for  each  ten  hours  of  successfully 
completed  work. 


Police  Science  Training 

During  the  first  year  of  employment  as  a law  enforcement  officer 
in  North  Carolina,  police  men  and  women  and  deputy  sheriffs  are 
required  by  law  to  successfully  complete  a course  in  Basic  Police 
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Science.  Richmond  Technical  College  provides  thistraining  through 
the  Continuing  Education  Department.  Classes  are  offered  as  often 
as  needed  by  local  law  enforcement  departments.  Courses  are  also 
provided  in  firearms  qualification,  search  and  seizure  law,  criminal 
investigations,  as  well  as  others.  These  courses  are  offered  free  of 
charge  to  law  enforcement  officers. 

Fire  Service  Training 

Continuing  education  courses  in  fire  service  are  offered  for  the 
benefit  of  both  the  new  and  veteran  fire  fighters.  Courses  attract 
both  paid  and  volunteer  firemen.  The  subject  range  varies  from  the 
basic  introduction  to  fire-fighting  to  more  advanced  fire-fighting 
techniques.  Industrial  fire  brigade  teams  may  also  take  advantage  of 
courses  to  assist  them  in  preparing  themselves  to  handle  industrial 
fire-fighting  situations.  This  training  covers  the  specific  environ- 
ment and  equipment  which  exists  at  the  particular  site. 


137 


CONTINUING  EDUCATION  COURSE  DESCRIPTIONS 

The  courses  listed  below  represent  typical  course  offerings.  Other  courses  will  be 
developed  as  needed. 

Air  Conditioning  66  hours 

Purpose,  operating  principles,  installation,  and  maintenance  of  residential  and  com- 
mercial units.  (AHR  3001) 

Art  I (Basic  Art)  66  hours 

Basic  concepts  of  drawing  including  pencil,  charcoal,  pen  and  ink,  and  composition 
study.  Student  is  introduced  to  color,  light  and  shadowing,  work  in  pastels,  contour 
drawing,  figure  drawing,  still  life,  and  emotional  work,  (AVO  2006) 

Blueprint  Reading  55  hours 

Principles  of  reading  and  interpreting  blueprints  for  building  trades,  machine  trades, 
plumbing,  electrical  trades,  etc.  (BPR  3001) 

Bookkeeping  I 55  hours 

Course  emphasis  is  on  methods  of  recording  business  records.  Practical  work  is 
done  by  preparing  the  bookkeeping  records  of  a particular  firm.  (BUS  3002) 

Bricklaying  I 66  hours 

Clay  and  shell  brick,  mortar,  laying  foundations,  laying  bricks  in  a line,  bonding,  and 
tools  and  their  uses.  Lab  work  will  furnish  training  in  the  basic  skills  involved. 

(MAS  3001) 

Cake  Decoration  33  hours 

Materials,  utensils,  and  skills  used  in  decorating  birthday,  anniversary,  or  any  special 
occasion  cakes.  (HMK  3006) 

Carpentry  I 66  hours 

The  nomenclature,  care,  use,  storage,  and  safety  of  hand  tools  and  portable  electric 
tools  used  in  the  carpentry  trade.  Skills  are  developed  through  practical  exercises. 

(CAR  3001) 

Ceramics  33  hours 

Basic  course  in  the  art  of  making  ceramic  articles.  Students  learn  to  pour  molds,  load 
a kiln,  clean,  glaze,  stain,  and  decorate  greenware.  Students  may  keep  articles  made. 

(AVO  2019) 

Communicating  Effectively  22  hours 

Emphasis  is  on  clear  and  forceful  oral,  written,  and  implied  communications.  Pro- 
vides the  supervisor  an  opportunity  to  improve  his  effectiveness  in  day-to-day  com- 
munication with  employees  and  fellow  supervisors  through  face-to-face  contact. 

(BUS  3101) 

Emergency  Medical  Technician  81  hours 

An  81 -hour  course  leading  toward  certification  as  an  emergency  medical  technician; 
includes  instruction  in  early  treatment  of  injury  and  illness,  proper  methods  of 
transporting  the  injured,  extrication  from  vehicles,  etc.  Participants  must  success- 
fully complete  a practical  and  a written  examination  before  final  certification. 

(EMT  3018) 

Fire  Brigade  Training  for  Industry  8 hours 

Course  is  designed  to  meet  the  specific  needs  of  the  individual  plants.  Each  class  is 
uniquely  designed  for  people  within  a particular  industry.  Covers  chemistry  of  fire, 
fire  extinguishing  equipment  care  and  use,  efficient  and  effective  response  to  fire 
emergency.  (FIP  3008) 

First  Aid  in  Industry  8 hours 

Basics  of  first  aid  techniques  for  supervisors  who  may  be  confronted  with  injuries 
from  accidents  likely  to  occur  in  the  work  area.  In  order  that  students  be  Red  Cross 
certified,  instruction  is  done  by  a certified  Red  Cross  instructor.  (SAF  3007) 
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Flower  Arranging  33  hours 

Art  principles  as  related  to  live  flower  arrangements.  Student  learns  uses  of  flowers, 
containers  and  accessories,  design  principles,  color  and  texture,  and  arrangements 
for  special  occasions.  (HMK  3016) 

Front  End  Alignment  and  Wheel  Balancing  33  hours 

The  theory  and  practice  of  front  end  alignment  and  balancing  techniques  of  wheels 
and  tires.  Emphasis  will  be  placed  on  the  importance  of  a completely  balanced 
system  as  related  to  efficient  and  economic  operation  of  the  automobile.  (AUT  3007) 

Guitar  for  Beginners  20  hours 

The  fundamental  and  basic  understanding  of  string  music.  Chords,  strumming, 
finger  patterns,  and  “picking”  will  be  taught  for  fun  and  personal  pleasure.  Students 
should  supply  own  instruments.  (AVO  2022) 

Human  Relations  20  hours 

Basic  knowledge  of  human  behavior  and  suggestions  of  possible  ways  to  channel 
that  behavior  so  as  to  achieve  worthwhile  purposes.  Covers:  techniques  for  under- 
standing of  people  in  situations  involving  both  normal  and  unusual  behavior;  min- 
imizing correction  points  in  getting  work  done  smoothly  and  efficiently:  and  maximi- 
zing individual  initiative  and  its  contributions  to  working  with  others. 

Income  Tax  (Personal)  15  hours 

Information  which  is  helpful  in  completing  personal  income  tax  forms,  federal  and 
state.  Tax  laws,  procedures,  and  practical  applications  are  included.  (ECO  2003) 

Interior  Decorating  (Beginning)  30  hours 

This  class  is  designed  to  teach  the  beginning  student  how  to  achieve  the  attractively 
decorated  home  or  apartment.  It  covers  the  following  topics:  a basic  study  of  the 
recognition  of  periods  and  styles  of  furniture,  color  and  how  to  use  it  creatively,  the 
selection  of  carpet  and  wall  coverings  and  how  to  combine  them  with  the  right 
window  treatments,  accessories,  and  furniture  arrangements.  (HMK  3023) 

Introduction  to  Firefighting  42  hours 

A course  for  new  fire  departments,  where  firemen  must  be  trained  for  service  as 
quickly  as  possible.  (FIP  3015) 

Investments  20  hours 

Basics  of  stocks,  bonds,  and  the  market  which  helps  in  organizing  an  investment 
program.  Included  are  types  of  securities,  investment  management,  the  personal 
balance  sheet,  exchanges,  over-the-counter  market,  mutual  funds,  financial  state- 
ment analysis,  and  the  technical  side  of  the  market.  (ECO  2004) 

Machine  Shop  Practices  I 66  hours 

Basic  machine  shop  practices  through  practical  application.  Emphasis  is  on  the 
lathe,  vertical  milling  machine,  drill  press,  surface  grinder,  bandsaw,  power  hacksaw, 
and  various  hand  tools  and  measuring  instruments.  The  course  involves  safety 
procedures,  layout  work,  machine  operations,  and  utilization  and  care  of  hand  tools 
and  measuring  instruments.  (MEC  3003) 

Macrame  18  hours 

This  ancient  art,  a form  of  weaving  not  requiring  a loom,  is  experiencing  a revival  of 
interest.  Students  will  learn  to  design  and  create  may  interesting  articles  for  wear, 
such  as  neckpieces,  belts,  bracelets,  and  decorative  pieces  for  wall  hangings.  Skill 
areas  to  be  covered  are  knots,  headings,  picots,  finishing,  and  color  selection.  (AVO 
2024) 

Needlepoint  20  hours 

A beginner’s  course  of  basic  stitches  in  needlepoint  designed  to  enable  the  creative 
person  to  make  many  useful  and  attractive  items.  (AVO  2009) 

Photography  33  hours 

Skills  of  basic  photography  for  beginners.  Includes  the  principles  of  a camera, 
selection  of  film,  and  the  “do’s”  and  “don’ts”  of  picture  taking.  Emphasis  on  taking 
better  pictures,  understanding  the  lens  setting,  and  film  processing.  Each  student 
must  have  a camera  (no  Polaroids)  and  furnish  his  own  film.  (AVO  2011) 
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Pine  Needle  Crafts 


30  hours 


Craft  utilizing  fallen  pine  needles  which  are  woven  into  a variety  of  baskets  and  other 
decorative  items.  Instruction  is  provided  in  weavingtechniques,  binding,  and  design. 

(A VO  2031) 


Designed  primarily  for  the  “recruit”  police  officer  or  deputy  sheriff.  Includes  all  of  the 
basic  topics  required  for  initial  Training  and  Standards  certification.  (PSC  3701) 


A survey  course  for  the  beginner  and  real  estate  practitioner  providing  basic  knowl- 
edge of  real  estate.  Includes  the  principles  involved  in  real  estate,  finance  brokerage, 
appraising,  real  property  law,  and  mechanics  of  closings.  Course  is  also  designed  to 
assist  the  student  in  passing  N.C.  Real  Estate  Sales  Licensing  Examination.  (Certifi- 
cation to  take  the  examination  requires  80%  attendance  and  passing  the  final  exam  in 
this  course.)  (DMK  3502) 

Residential  Wiring  66  hours 

This  course  is  designed  to  provide  as  much  “hands-on”  experience  as  possible  in  a 
short  span  of  time.  Directed  to  the  practical  elements  of  home  wiring.  The  student 
learns  to  install  various  electrical  apparatus,  such  as  switch  boxes,  lighting  circuits, 
and  doorbells.  (ELC  3002) 

Sewing  I 30  hours 

For  beginning  sewing  students.  Includes  basic  information  necessary  for  construc- 
tion of  simple  garments  from  patterns.  Areas  covered  are  use  of  the  machine,  pattern 
selection  and  alteration,  fabric  selection  and  preparation,  linings  and  interfacings, 
construction  techniques,  fitting,  and  pressing.  (HMK  3003) 

Sign  Language  60  hours 

Learn  to  communicate  with  the  deaf.  The  objective  of  the  course  will  be  to  give 
participants  a basic  knowledge  of  and  facility  in  manual  communication  as  it  is  used 
by  a very  substantial  majority  of  deaf  adults.  The  course  is  designed  for  those  persons 
who  have  contact  with  the  deaf  and  will  enable  them  to  better  communicate.  Instruc- 
tions will  include  finger  spelling,  sign  language,  and  some  general  information  about 
the  deaf  individual.  (LAN  2009) 

Small  Engine  Repair  66  hours 

Theory  and  fundamentals  of  gasoline  engine  operation.  Actual  practice  in  servicing 
and  repairing  engines  will  enable  the  student  to  minimize  engine  problems  and 
correct  existing  ones.  Two-stroke-cycle  and  four-stroke-cycle  principles  are  studied. 

(MEM  3504) 

Speaking  Effectively  15  hours 

This  course  provides  theory  and  practice  of  self-expression.  A step-by-step  guide  is 
provided  for  the  student  to  follow  in  helping  overcome  fear  and  self-consciousness 
when  addressing  a group.  (BUS  3101) 

Speed  Reading  15  hours 

Concentrated  effort  to  improve  the  student’s  ability  to  comprehend  what  he  reads  by 
training  him  to  read  more  rapidly  and  accurately.  Special  machines  are  used  for  class 
drill  to  broaden  the  span  of  recognition  and  to  increase  eye  coordination  and  word 
group  recognition.  (ACA  2005) 

Speed  Writing  44  hours 

A system  of  shorthand,  based  upon  phonetic  spelling,  which  enables  the  student  to 
attain  needed  speeds  quickly  and  inexpensively.  Recommended  for  all  individuals 
desiring  transcription  skills  of  this  nature.  (BUS  3405) 

Supervision  Principles  48  hours 

Basic  and  general  principles  of  effective  supervisory  techniques.  Includes  fundamen- 
tals of  supervision,  relationships  on  the  job,  communications,  how  to  train  employees, 
performance  and  job  evaluation,  job  management,  and  work  improvement.  This 
course  may  be  taken  in  its  entirety  or  individual  parts.  (BUS  3106) 


Police  Science,  An  Introduction 


240  hours 


Real  Estate  Sales  Fundamentals 


66  hours 
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Tailoring  40  hours 

A course  for  the  advanced  student  of  sewing.  It  includes  the  applications  of  sewing 
techniques  in  working  with  heavy  fabrics,  such  as  wool,  and  the  construction  of  suits 
and  coats.  (HMK  3001) 

Tole  Painting  30  hours 

An  interesting  technique  is  utilized  where  patterns  of  decorative  design  are  painted 
on  tin,  wood,  glass,  and  metal.  Designs  are  stenciled  on  material  and  painted  in 
acrylic  or  oils.  (AVO  2016) 

Tune-Up  33  hours 

A course  designed  for  the  car  owner  who  would  like  to  be  able  to  perform  a minor 

engine  tune-up  without  having  to  invest  a lot  of  money  in  testing  equipment.  Covers 
basic  fundamentals  of  engine  operation  with  emphasis  on  items  such  as  distributors, 
ignition  timing,  carburetors,  valve  adjustments,  etc.  (AUT  3008) 

Typewriting  I 55  hours 

Introduction  to  the  touch  typewriting  system  with  emphasis  on  correct  techniques, 
mastery  of  the  keyboard,  simple  business  correspondence,  tabulation,  and  manu- 
scripts. The  average  student  should  attain  a speed  of  approximately  30  words  per 
minute.  (BUS  3502) 

Upholstery  66  hours 

This  course  is  designed  to  instruct  the  student  in  restoring,  repair,  mounting,  and 
tying  springs,  use  of  padding  and  covering  a frame,  and  attaching  the  finished 
covering  materials  to  the  furniture.  (TEX  3014) 

Welding  Practices  I 66  hours 

Fundamentals  of  shop  safety,  shop  procedures,  tools  and  welding  machine  use  and 
care.  Study  of  welding  theory,  techniques,  and  machine  is  limited  to  nomenclature 
and  function  as  it  relates  to  proper  welding  knowledge  of  application  and  technique. 
Knowledge  and  skill  development  will  include  welding  equipment  and  tools,  oxy- 
acetylene  welding,  gas  welding  of  various  types  of  joints,  and  selection  of  proper 
welding  materials  used  in  the  gas  process.  Related  instruction  develops  blueprint 
reading  ability  and  symbol  recognition.  (WLD  3003) 

Woodworking  66  hours 

Use  of  hand  tools  and  woodworking  machines.  Fundamental  operations  and  proce- 
dures for  making  joints;  types  and  methods  of  construction;  and  how  to  adjust, 
sharpen,  and  maintain  woodworking  tools  and  machines  used  on  the  job.  (MEM  3517) 

Writing  Effectively  22  hours 

Designed  to  help  the  supervisor  improve  writing  skills  for  reports,  letters,  and  memo- 
randa necessary  in  daily  operation.  Fundamentals  of  sentence  structure  and  ele- 
ments of  clear,  concise,  and  correct  writing  are  emphasized.  (BUS  3401) 
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INSTRUCTIONAL  SUPPORT  SERVICES 


PROGRAMS 

In  order  to  implement  the  community  college  concept  of  the  “Open 
Door,”  Richmond  Technical  College  operates  several  programs 
designed  to  aid  the  student  in  overcoming  educational  disadvan- 
tages and/or  academic  difficulties. 

Learning  Laboratory 

The  learning  laboratory  is  a study  center  that  offers,  free  of 
charge,  a variety  of  learning  activities  designed  to  meet  certain 
special  needs  that  cannot  be  accommodated  in  curriculum  pro- 
grams. A learning  laboratory  student  need  not  be  accepted  into  a 
regular  program  of  study  at  Richmond  Technical  College,  ho\wever 
students  enrolled  in  any  program  may  use  this  facility.  Attendance 
requirements  are  based  on  the  needs,  desires,  and  abilities  of  the 
individual  student.  The  learning  laboratory  provides  programmed 
(self-study)  books  and  materials  that  allow  each  student  to  progress 
at  his/her  own  pace.  A teacher  analyzes  the  student’s  needs  and 
guides  the  student  toward  learning  experiences  best  suited  to 
him/her.  Theteacheralsoselectsappropriate  programmed  material 
for  the  student,  works  with  students  individually  and  in  small 
groups,  and  evaluates  students’  progress.  The  following  learning 
activities  are  available  in  the  learning  laboratory  on  the  main  cam- 
pus: 

1.  Review  of  subjects. 

2.  Further  study  in  a course  in  which  a student  is  having  difficulty. 

3.  Courses  not  taken  in  high  school  which  are  required  for  enter- 
ing a specific  program. 

4.  Study  for  a high  school  equivalency  program  (GED). 

5.  Study  in  the  Adult  High  School  program. 

Tutoring  Services 

Tutorial  assistance  is  available,  at  no  cost,  to  any  student  enrolled 
in  a curriculum  program,  the  Learning  Laboratory,  or  an  Adult  Basic 
Education  class.  A curriculum  student  may  receive  tutoring  for  any 
course  which  is  a part  of  the  program  in  which  he/she  is  currently 
enrolled,  and  in  which  the  student  is  at  a “C”  or  lower  grade  level. 
Learning  Laboratory  and  Adult  Basic  Education  students  must  be 
recommended  by  their  instructor  upon  determination  that  special 
tutorial  assistance  is  required. 

The  tutorial  coordinator  assesses  learning  problems  and  provides 
appropriate  tutorial  assistance.  Although  peer  tutors  are  used  pri- 
marily, when  necessary,  paraprofessional  or  professional  tutors 
also  work  with  students.  Scheduling  of  tutoring  sessions  is  flexible 
and  adjusted  to  suit  the  students’  needs. 
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Library 

The  library  includes  books  and  materials,  and  provides  services 
designed  to  supplement  and  complement  each  program  of  study. 
The  library  provides  an  appropriate  setting  in  which  to  study,  to 
research,  or  to  read  for  pleasure.  Library  staff  are  available  to  assist 
students  and  to  provide  instruction  in  research  techniques  and 
general  library  usage.  Branch  libraries  are  located  in  Laurinburg  for 
students  in  the  Practical  Nursing  curriculum  and  in  the  James  Nurs- 
ing Building  in  Ham  let  for  the  Associate  Degree  Nursing  curriculum. 
Books  may  be  checked  out  for  two-week  periods  and  renewed  for 
two  succeeding  weeks.  A five-cent  fine  is  charged  for  each  day  a 
book  is  overdue. 


Audio-Visual  Department 

The  Audio  Visual  Department  is  located  in  the  library.  It  serves  as 
a center  for  information  and  resources  in  the  non-print  medium. 
Audio  visual  materials  are  available  in  a variety  of  subject  areas  and 
may  be  used  for  research,  independent  study,  or  for  self  improve- 
ment. 
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BOARD  OF  TRUSTEES 


Appointed  By  The  Governor  of 
North  Carolina 

Hugh  A.  Lee,  Chairman 
Rockingham 

John  T.  Page,  Jr. 
Rockingham 

Walter  F.  Long,  IV 
Rockingham 

Stephen  C.  Floyd 
Laurinburg 

Appointed  By  The  Richmond  County 
Commissioners 

Herbert  E,  Bruce 
Hamlet 

Walter  Ray  Stancil 
Ellerbe 

Mrs.  Mark  M.  Lindsey 
Hamlet 

William  B.  Myrick 
Ellerbe 

Appointed  By  The  Richmond  County 
School  Board 

Giles  L.  Cloninger,  M.D. 

Hamlet 

John  E.  Forte 
Ellerbe 

Harold  Williams 
Rockingham 

Mrs.  Meg  Queen 
Hamlet 

Ex-Officio 

Current  President-Student  Government 
Association 
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STAFF 


Office  Of  The  President 

PRESIDENT— Dr.  R.  Kenneth  Melvin 
Secretary — Sara  S.  Taylor 
Public  Information  Officer — Anne  C.  Morris 
Director  of  Development — Edward  B.  Dodd 
Coordinator  of  Research  and  Planning — Susan  E.  Druschel 

Business  Affairs 

DIRECTOR— Dr.  Robert  D.  Street 
Bookkeeper — Billie  B.  Caulder 
Assistant  Bookkeeper — Martha  B.  Scarborough 
Cashier — Charlie  Fulp 
Accounting  Clerk — Lynda  Eller 

Printing  and  Document  Reproduction  Secretary— Terry  L.  Little 
Equipment  Clerk — Polly  Brown 
Bookstore  Manager— Doris  P.  Campbell 
Maintenance  Engineer — Charles  D.  Dawkins 
Maintenance  Staff — McKinley  R.  Bennett 
James  S.  Brewington 
McKinley  Brewington 
Sallie  I.  McLaurin 
Monnie  D.  Paul 
Ronald  S.  Shaw 
Leon  C.  Stancil 

JTPA  Warehouse  Manager— Virgil  E.  Bratton 
Bookkeeper — Hazel  B.  Britt 
Driver  & Equipment  Handler— James  L.  Corder 

Curriculum  Programs 

DIRECTOR — Dr.  Diana  M.  Henshaw 
Secretary — Cora  S.  Davis 
Faculty  Secretary— Deborah  A.  McGlothen 
ADN  Secretary— Cynthia  R.  Wallace 
Faculty 


Continuing  Education 

DIRECTOR — David  A.  Adeimy 
Secretary — Pam  H.  McKay 

Receptionist  and  Secretary— Jean  J.  Haltiwanger 
Assistant  Director — James  Chavis 
Coordinators — 

Scotland  County— Patricia  Ellis 
ABE/GED — Barbara  S.  Conder 
Human  Resources  Development— Beth  Milstead 
Instructor/Counselor— Shirley  L.  Greene 
Job  Development  Specialist/lnstructor — Joel  L.  Deaton 
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Evening  Programs 

DIRECTOR— Ralph  C.  Harris 
Receptionist-Secretary — Mary  E.  Thomas 
Secretary — Margaret  J.  Raines 

Learning  Resources 

DIRECTOR— Emily  U.  Hartzell 
Secretary /Typist — Wanda  B.  Watts 
Librarian — Jack  B.  Lucas 
Audio-Visual  Technician — Chuck  Lowrey 
Library  Technical  Assistant— E.  Elizabeth  Cook 
ADN/PN  Library  Assistant — Jane  W.  Byrd 
Tutorial  Coordinator — Katherine  V.  Fisher 
Secretary — Delores  L.  Rich 

Learning  Laboratory  Lead  Coordinator — Brenda  C.  Long 
Learning  Laboratory  Coordinators— Lois  McK.  Smith  and 

Pat  P.  Swink 

Student  Development 

DIRECTOR— Diane  Honeycutt 
Secretary— Mayne  C.  Collins 
Admissions  Secretary — Jenny  D.  Outlaw 
Registrar — Teri  P.  Jacobs 
Records  Secretary — Virginia  R.  McDuffie 
Counselor — Michael  R.  McDuffie 
Evening  Counselor — Gerald  T.  Melton 
ADN  Counselor — William  Jennings 

Counselor/Placement  and  Financial  Aid  Office — Lee  E.  Opata 
Secretary/Typist — Wanda  B.  Watts 
Financial  Aid  Coordinator/Secretary — A.  Beth  Gibson 
Veterans  Coordinator/Secretary — Melba  D.  McCallum 
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FACULTY 


‘William  E.  Billingsley 
‘Robert  T.  Blackwelder 
‘Willie  J.  Breeden 
Debbie  A.  Browder 
‘Patrick  N.  Byrd 

Architectural  Drafting 

Business  Computer  Programming 

Masonry 

Business  Computer  Programming 
Mechanical  Drafting  & Design 
Technology 

Phyllis  C.  Caviness 
‘Abbie  G.  Covington 
Naomi  E.  Daggs 
Carol  L.  Dodd 
‘W.  Neill  Graham 
‘Elizabeth  Hamilton 
‘Metta  M.  Hull 
Frances  M.  Irby 
Jennipher  H.  Love 
‘Shirley  D.  McCaskill 
Julia  McCormick 
‘John  W.  McLean 
Audrey  H.  Moore 
W.  Curtis  Moore 
Nancy  L.  Norman 
Dorothy  I.  O’Briant 
‘Jerry  M.  Rankin 
‘Samuel  C.  Reep 
‘Charles  A.  Richardson 

Associate  Degree  Nursing 

Accounting 

English 

Reading/English 
Business  Administration 
Personal  Achievement 
Physics 

Associate  Degree  Nursing 
Personal  Achievement 
Executive  Secretary 
Practical  Nursing 
Machinist 
English 

Automotive  Mechanics 
Associate  Degree  Nursing 
Practical  Nursing 
Electronics  Servicing 
Mathematics 
Electronics  Engineering 
Technology 

‘Robert  Ridgill 
‘John  T.  Robich 

Carpentry  & Cabinetmaking 
Criminal  Justice  - Protective 

‘Anne  M.  Shaw 
Warner  Shew 
‘David  L.  Smith 
‘Clara  G.  Strickland 
‘Royce  E.  Stutts 
‘Nancy  C.  Sumner 
‘John  E.  Thomas 
‘Nancy  L.  Thomas 
Robert  L.  Turbeville 
‘Robert  Williams 
‘James  T.  Yates 

Service  Technology 
Practical  Nursing 
Mathematics 

Air  Cond.,  Heating  & Refrig. 
English 

Automotive  Mechanics 

Associate  Degree  Nursing 

Vending  Machine  Maintenance 

General  Office 

Accounting 

Welding 

Industrial  Maintenance 

‘Department  Chairman 
‘Division  Chairman 
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ADJUNCT  FACULTY 


NAME 

Allen  F.  Anderson 
Deborah  J.  Autry 
Jane  R.  Barnett 
Doris  L.  Baxley 
Linda  L.  Bendell 
Janette  O.  Benoist 
Sequal  L.  Black 
Samuel  Brown 
Charles  L.  Brownley 
Claudette  C.  Brownley 
Beth  Bryant 
Robert  Busko 
Shari  T.  Butson 
G.  Jeanette  Carpenter 
J.  Ralph  Carriker 
Allen  B.  Chavis 
Bonnie  L.  Cockman 
William  R.  Cooke 
John  H.  Deaton,  Jr. 
William  A.  Druschel 
Lynn  C.  Evans 
Mary  C.  Fowler 
Kathi  H.  Gibson 
Tom  E.  Gillman 
Martha  A.  Goodman 
Dan  L.  Gore 
Rodney  T.  Griffin 
Carl  A.  Hampton 
Nancy  B.  Howell 
James  F.  Hubbard 
Robert  E.  Hutchinson 
Sandy  M.  Lampley 
Alice  Baker-Little 
Bobby  L.  Little 
Edward  B.  Luke 

Sandra  J.  McAuley 
John  O.  McDonald 
Loretta  L.  McKeithen 
F.T.  Stan  McQueen 
Beth  W.  Meacham 
E.C.  Mercer 
Lynne  T.  Morgan 
Carol  J.  Moser 
Howard  Murphy 
Shirley  J.  Quattlebaum 


AREA 

History 

Secretarial  Science 

Mathematics 

Mathematics 

Secretarial  Science 

Secretarial  Science 

English 

Religion 

Accounting 

Mathematics 

Reading 

Accounting 

Psychology 

Mathematics 

Mathematics 

Machinist 

Reading 

Business 

Business 

Criminal  Justice 

Psychology 

Mathematics 

English 

Psychology 

English 

Insurance 

Welding 

Criminal  Justice 
Reading 
Psychology 
Business 
Criminal  Justice 
Secretarial  Science 
Criminal  Justice 
Industrial  Maint./Elec. 
Installation  & Maint. 
Reading 

Associate  Degree  Nursing 
Associate  Degree  Nursing 
Mathematics 
Drafting 

Criminal  Justice 
Secretarial  Science 
English 
Welding 
Psychology 
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E.  Faye  Reynolds 
Carl  F.  Richardson 
Robert  J.  Salemme 
Horace  L.  Sanford 
Ashleigh  M.  Seymour 
Virginia  M.  Seymour 
Claudia  K.  Smith 
M.  Leroy  Smith 
M.  Louise  Stewart 
Chris  J.  Sturdivant 
W.  Keith  Tanner 
J.  Prentice  Taylor 
Karen  M.  Thompson 
Thomas  K.  Thrower,  Jr. 
Clifford  W.  Tremblay 
Daryl  E.  Threadgill 
Mary  J.  Wells 
John  H.  Wester 
Janis  C.  Wheeler 
Hayne  L.  White 
Brenda  B.  Willard 
Linda  W.  Yates 
Rhonda  G.  Logan 


English 

Physics 

Business 

Accounting 

Drafting 

Mathematics 

Business 

Business 

Drafting 

Data  Processing 

Machinist 

Business 

Mathematics 

Welding 

Mathematics 

Business 

Associate  Degree  Nursing 

Business 

English 

Secretarial  Science 
Business 
Mathematics 
English 
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ADVISORY  COMMITTEE  MEMBERS 


NAME 

ADVISORY  COMMITTEE 

COMPANY/AGENCY 

Levern  Allen 

Carpentry  and  Masonry 

Tommy  W.  Allen 

Criminal  Justice 

Anson  County  Sheriff's  Department 

John  A.  Auten 

Criminal  Justice 

Juvenile  Court 

Claude  Bailey 

Indust  Maint  & Electrical 

Bailey  Electric 

John  Baker 

Vocational  Education 

Machinist 

Clark  Equipment  Company 

Thomas  Baxley 

Indus  Maint  & Electrical 

Sandhurst  Mills 

W.E.  (Bill)  Bayless 

Fire  Service  Training 

East  Rockingham  Fire  Dept. 

Criminal  Justice 

N.C.  Highway  Patrol 

Robert  Beck 

Criminal  Justice 

Hamlet  Police  Department 

Danny  Bennett 

Fire  Service  Training 

City  of  Rockingham 

Bronson  Brim 

Automotive  Mechanics 

Kountry  Datsun,  Inc. 

Morris  Britt 

Welding 

Gladys  Broady 

Fire  Service  Training 

Dobbins  Heights  Fire  Department 

Richard  Buck 

Welding 

Burlington  Industries 

Howard  Burgin 

Criminal  Justice 

U.S.  Government— F.B.I. 

Roby  Burleson 

Accounting 

Employment  Security  Commission 

Mark  Bush 

Mech  Draft.  & Design  Tech 

Abbott  Laboratories 

Larry  Carter 

Fire  Service  Training 

City  of  Rockingham 

Allen  Chavis 

Machinist 

Toastmaster 

Ed  Chisholm 

Architectural  Drafting 

Chisholm  Construction  Company 

BuenaVista  Coggin 

Accounting 

Richmond  Federal  Savings  & Loan 

Frank  Cornelison 

Vending  Machine  Maint. 

Go-Vending  Service 

Jim  Covington 

Fire  Service  Training 

City  of  Hamlet 

Roland  Daigle 

Indust  Maint  & Electrical 

Donald  Dawkins 

Criminal  Justice 

Pittman,  Pittman,  and  Dawkins,  P.A. 

Harold  Dawkins 

Fire  Service  Training 

East  Rockingham  Fire  Department 

Richard  Dean 

Indust  Maint  & Electrical 

Kenametal,  Inc. 

James  DeRoy 

Welding 

Rockingham  Stainless  Steel  Company 

Ray  Fidler 

Electronics  Engr.  Tech 

Dana  Corporation 

Kenneth  Frost 

Machinist 

Indust  Maint  & Electrical 

Retired 

David  Fuller 

Fire  Service  Training 

City  of  Hamlet 

Elizabeth  Garner 

Associate  Degree  Nursing 

Scotland  Memorial  Hospital 

Carol  Gibson 

Practical  Nursing 

Scotland  Memorial  Hospital 

Thomas  Gibson 

Practical  Nursing 

Gibson  Medical  Clinic 

Raymond  Goodman 

Criminal  Justice 

Richmond  County  Sheriff's  Dept. 

Barbara  Greer 

Accounting 

Richmond  Senior  High  School 

Glenn  Guyer 

Indst  Maint  & Electrical 

Burlington  Industries 

Pam  Hammond 

Business  Occupations 

N.C.  Dept,  of  Transportation 

Bill  Harrell 

Indust  Maint  & Electrical 

Carolina  Power  and  Light  Company 

Wade  Hatcher 

Electronics  Servicing 

Laurinburg  TV  Center 

Ann  Hudson 

Associate  Degree  Nursing 

Richmond  Memorial  Hospital 

L.G.  Ingram 

Indust  Maint  & Electrical 
Mech  Draft.  & Design  Tech 

Toastmaster,  Inc. 

Jim  Iseman 

Associate  Degree  Nursing 
Vocational  Education 

Richmond  Memorial  Hospital 

Tom  Ivester 

Criminal  Justice 

Sandhills  Youth  Complex 

Rock  Ivey 

Heating,  Air  Cond  & Refg. 

North  Carolina  Natural  Gas  Corp. 

Norman  Jeremiah 

Accounting 

Johns  Manville  Company 

Gladys  Jones 

Associate  Degree  Nursing 

Hamlet  Hospital 

G.R.  Kindley 

Carpentry  and  Masonry 

Southern  Builders 

Gary  Lambert 

Automotive  Mechanics 

Hamlet  City  Maintenance  Department 

John  Lancaster 

Associate  Degree  Nursing 

Asa  Lassiter 

Machinist 

Clark  Equipment  Company 
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Charles  Lewis 

Indust  Maint  & Electrical 

CSX  Railroad 

Cecil  Logan 

Indust  Maint  & Electrical 

Johns-Manville  Company 

Nancy  Lowe 

Criminal  Justice 

McCain  Hospital 

Eddie  Martin 

Criminal  Justice 

Rockingham  Police  Department 

Robert  R.  Martin 

Practical  Nursing 

Scotland  Memorial  Hospital 

John  Martin 

Indust  Maint  & Electrical 

Avondale  Mills 

Jim  McCaskill 

Business  Occupations 

U S.  Government 

Jean  McCrary 

Business  Occupations 

L’eggs  Products,  Inc  Sandhurst  Mills 

Mitchell  McDonald 

Automotive  Mechanics 

Russell  Bennett  Chevrolet 

Richard  McLaurin 

Fire  Service  Training 

Dobbins  Heights 

Kerry  McLawhorn 

Carpentry  and  Masonry 

Scotland  County  Schools 

Lenna  McLean 

Vocational  Education 

McLean  Plumbing  & Heating:  McLean 
Country  Store 

Robert  McLester 

Welding 

Industrial  Sheet  Metal 

Neldon  Milstead 

Accounting 

Clark  Equipment  Company 

Vito  Mitkus 

Mech  Draft.  & Design  Tech 

Clark  Equipment 

John  H.  Monroe 

Carpentry  and  Masonry 

Billy  Moss 

Carpentry  and  Masonry 

Piedmont  Remodelers  Builders,  Inc. 

Fred  Nantz 

Machinist 

Richmond  Senior  High  School 

Hanna  Neighbors 

Associate  Degree  Nursing 

Dr.  Lancaster 

Tom  Nichols 

Automotive  Mechanics 

Nichols  Auto  Parts 

Jim  Ollis 

Business  Occupations 

Connecticut  Mutual  Insurance  Co. 

Dale  Ormsby 

Electronics  Engr.  Tech 

Burlington  Industries 

Harold  Padgett 

Heating,  Air  Cond  & Refg. 

Industrial  Sheet  Metal  & Mech.  Corp. 

Ralph  Parker 

Heating,  Air  Cond  & Refg. 

Simmons  Heating  & Air  Conditioning 

Ronald  Partin 

Architectural  Drafting 

Industrial  Sheet  Metal 

Lounetta  Patterson 

Practical  Nursing 

Scotland  Memorial  Hospital 

Charles  Payne 

Fire  Service  Training 

City  of  Cordova 

Gerald  Phillips 

Vending  Machine  Maint. 

Vending  Products,  Inc. 

Larry  Phillips 

Criminal  Justice 

N.C.  Department  of  Correction 

Norman  Quick 

Criminal  Justice 

Laurinburg  Police  Department 

Caroll  Scarboro 

Heating,  Air  Cond  & Refg. 

McCarter  Electric 

Paul  Scholl  Jr. 

Heating,  Air  Cond  & Refg. 

Scholl  Inc. 

Ed  Schweitzer 

Machinist 

Duff  Norton  Company 

Ashleigh  Seymour 

Architectural  Drafting 
Mech  Draft.  & Design  Tech 

Richmond  Senior  High  School 

Gene  Shaw 

Electronics  Servicing 

S &STV 

George  Short 

Electronics  Servicing 

Short's  TV  Service  and  Sales 

Glen  Simmons 

Criminal  Justice 

Wagram  Prison 

Paul  Smart 

Electronics  Engr.  Tech 

Burlington  Industries 

Betty  Smith 

Associate  Degree  Nursing 

Hamlet  Hospital 

Howard  Smith 

Bus.  Computer  Programming 

LOF  Glass 

Don  Smith 

Automotive  Mechanics 

S & S Alignment 

W.  Jesse  Spencer 

Accounting 

Dixon,  Odom  & Company 

John  Stewart 

Machinist 

Scotland  County  Schools 

Chris  Sturdivant 

Bus.  Computer  Programming 

Clark  Equipment  Company 

Keith  Tanner 

Machinist 

Burlington  Industries 

Ray  Thornton 

Fire  Service  Training 

Northside  Fire  Dept. 

Charles  Timms 

Fire  Service  Training 

Northside  Fire  Dept. 

Doris  Tindall 

Practical  Nursing 

Scotland  Memorial  Hospital 

Robert  Trask 

Criminal  Justice 

Richmond  Correctional  Center 

John  Upton 

Business  Occupations 

Campbell  Soup 

James  F.  Usery 

Electronics  Engr.  Tech 

Clark  Equipment  Company 

Thad  Ussery 

Welding 

Richmond  Steel  and  Welding 

Earlene  \A/addell 

Vocational  Education 

Agricultural  Extension  Service 

Dave  Waller 

Vending  Machine  Maint. 

Brady  Distributing  Company 

Tom  Wesson 

Electronics  Servicing 

Denson  Supply  Company 

William  Wilborn 

Vocational  Education 

Laurinburg-Scotland  County  Chamber 
of  Commerce 

(Continued) 
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ADVISORY  COMMITTEE  MEMBERS  (Continued) 


Billy  Wilkes 
Craven  Wilkins 
Rick  Wilson 


Fire  Service  Training 
Electronics  Engr.  Tech 
Vocational  Education 


Robert  Wright  Vending  Machine  Maint. 

Royle  Wright  Indust  Maint  & Electrical 


City  of  Rockingham 
Carolina  Power  & Light  Plant 
Richmond  County  Chamber  of 
Commerce 
ARA  Food  Services 
Clark  Equipment  Company 
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INDEX 


Academic  Achievement.  26 
Academic  Policies,  22 
Admissions,  29 
Curricula,  29 
Special  Student,  30 
Adult  Basic  Education,  135 
Adult  High  School,  135 
Apprenticeship  Training,  134 
Audit  Students,  31 
Books,  14 
Bookstore,  3 
Class  Attendance,  23 
Continuing  Education,  133 
Continuing  Education  Unit  (CEU).  133 
Counseling  Services,  4 
Curriculum  Programs,  33 
Vocational  Curricula,  33 
Technical  Curricula,  33 
General  Education,  34 
Dean’s  List,  26 

Degrees,  Diplomas  & Certificates,  28 
Dormitories,  3 
Driving  & Parking.  11 
Financial  Assistance.  15 
Foreign  Students.  30 
General  Education  Development 
(GED),  135 

Grade  Point  Average,  25 

Grade  Policy,  24 

Graduation  Requirements,  27 

Human  Resources  Development,  136 

Job  Placement,  4 

Late  Registration,  14 

Loan  Funds,  18 

New  Industry  Training,  134 


Proficiency  Test,  23 
Readmission,  31 
Refunds,  14 
Registration,  31 

Richmond  Technical  College,  1 
Purpose,  1 
Objectives,  1 
Accreditation.  1 
History,  1 
Location,  2 
Facilities,  2 

Satisfactory  Progress,  19 
Scholarships,  16 
Senior  Citizens,  14 
Sports,  10 
Student  Activities,  9 
Student  Center,  3 
Student  Conduct.  4 
Student  Government  Association,  10 
Student  Health,  9 
Student  Organizations,  10 
Student  Records,  7 
Transcripts,  28 
Transfer  of  Credit,  31 
Transfer  to  Another  Curriculum,  27 
Transfer  to  Another  School,  27 
Tuition  & Fees,  13 
Curriculum  Students,  13 
Continuing  Education  Students,  14 
Tutoring,  142 

Vocational  Rehabilation,  19 
Withdrawals,  24 
Work-Study  Programs,  19 
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RICHMOND  TECHNICAL  COLLEGE 


P.O.  BOX  1189 
HAMLET,  N.C.  28345 
582-1980  or  997-3333 

APPLICATION  for  ADMISSION 


Do  not  write  in  this  space 

SCAT:  V Q T. 

GATES:  V C T 

MATH 


NOTICE  TO  STUDENT:  The  information  that  you  provide  below  will  be  placed  in  our  master  file.  If  any  of  this  data 

changes,  you  must  notify  the  Registrar’s  Office  immediately.  Information  on  race  and  sex  is  requested  for  data  gathering 
purposes  only.  Answer  all  questions  completely  and  accurately.  Incomplete  forms  may  delay  your  acceptance.  Please  print 
or  type.  


1. 

2. 


Social  Security  Number 


iin-rrH 


Name 


First 


Middle 


Maiden 


Last 


3. 

4. 

5. 

6. 

7. 

8. 


Address 


(Street.  Route.  P.O.  Box) 


City 


State 


Zip 


Telephone  I 


]-[ 


Date  of  Birth 


m-m-m 


County  of  residence 

(If  out  of  N.C.,  enter  state) . 

Place  of  Birth 


Are  you  a U.S.  Citizen  QYes  DNo 


Sex  □ Female  DMale 


Month  Day  Year 

Race  DAsian  DBIack  DHIspanic  Dlndian  DWhlte 

Circle  the  highest  grade  attended:  01234567891011  12131415 16 17  or  check  ( ) if  passed  high  school  equivalency. 

High  school  last  attended I . ""  -1  Address 


9.  Dates  attended Graduation  date  (If  Applicable). 

10.  List  all  colleges  previously  attended  


11.  Indicate  the  quarter  and  year  you  plan  to  enter  RTC:  DFall,  19 DWinter,  19 DSprlng,  19 DSummer,  19 


12.  Do  you  plan  to  enroll  OPart-time  DFull-time  Do  you  plan  to  attend  DDay  DEvening 

13.  While  attending  RTC,  will  you  be:  DUnemployed  □ Employed  Part-time  DEmployed  Full-tine 

14.  Check  if  you  will  be  receiving  any  of  the  following  types  of  financial  aid: 

□ CETA  DScholarship  DSoc. Sec. Benefits  nVA  Benefits  DVoc. Rehab. (NC)  DWork  Study  DPell 

15.  Please  indicate  the  program  for  which  you  are  applying: 

VOCATIONAL  TECHNICAL 


Air  Conditioning,  Heating,  & Refrig.  - V024 

Architectural  Drafting  - V015 

Auto  Mechanics  - V003 

Carpentry  & .Cablnetmaking  - V007 

Electrical  Installation  & Maint.  - V018 

Electronics  Servicing  - V042 

General  Office  Specialty  - T165 

Industrial  Maintenance  - V028 

Machinist  Trade  - V032 

Masonry  - V070 

Practical  Nurse  Education  - V038 

Vending  Machine  Maintenance  - V090 

Welding  - V050 


Accounting  - T016 
Associate  Degree  Nursing  - T059 
Business  Administration  - T018 
Criminal  Justice  - T129 
Electronic  Data  Processing  - T022 
Electronics  Technology  - T045 
Executive  Secretary  - T030 
General  Office  Technology  - T033 
Mechanical  Technology  - T043 


OTHER 


Special  Credit  - G030 


GENERAL  EDUCATION  - G020 


INFORMATION  RELATING  TO  NORTH  CAROLINA  RESIDENCE  FOR  TUITION  PURPOSES 


North  Carolina, law  (G.S.  116-143.1)  requires  that  “To  qualify  as  a resident  for  tuition  purposes,  a person  must  have 
established  legal  residence  (domicile)  in  North  Carolina  and  maintained  that  legal  residence  for  at  least  12  months  immedi- 
ately prior  to  his  or  her  classification  as  a resident  for  tuition  purposes."  The  information  requested  on  this  form  must  be 
supplied  by  every  applicant  for  admission  to  RTC.  This  Information  is  to  be  used  only  In  connection  with  determination  of 
your  residence  status  for  tuition  purposes. 

The  law  requires  that  every  student  admitted  to  the  college  be  classified  for  the  term  admitted  as  either  a resident  or 
non-resident  for  tuition  purposes,  prior  to  enrollment.  To  be  classified  a resident  for  tuition  purposes,  you  must  furnish 
such  evidence  as  the  college  may  require  to  enable  it  to  make  such  classification.  Failure  to  provide  all  information 
requested  will  result  in  classification  as  a non-resident  for  tuition  purposes. 


Full  Name Social  Security  No 

Last  First  Middle/Maiden 

ANSWER  ALL  QUESTIONS.  PRINT  OR  TYPE  YOUR  RESPONSES. 

1.  Do  you  claim  to  have  been  a legal  resident  of  the  State  of  North  Carolina  for  a period 

of  at  least  twelve  months  immediately  prior  to  the  date  of  completion  of  this  application? Yes No 

NOTE:  If  your  response  to  question  1,  is  “NO",  complete  questions  2 through  13.  Sign  and  date  the  form  in  the  space 
provided.  If  your  response  to  question  1,  is  “YES",  do  not  complete  the  remaining  questions.  Sign  and  date  the  form  in 
the  space  provided  below. 

2.  Current  mailing  address, ^ 

Number.Street  City  State  Zip  Code 

3.  If  you  are  married;  Spouse’s  name Date  of  Marriage 

4.  Father  living? Yes  Nc ; His  Name 

5.  Mother  living? Yes  No ; Her  Name 

6.  If  your  parents  are  divorced.  In  whose  custody  are/ were  you? 

7.  Name  of  court-appointed  guardian  (if  applicable) 

8.  If  you  have  a court-apponted  legal  guardian,  where  (place) 

and  when  (date)^ was  the  appointment  made? 

9.  Have  you,  your  spouse,  or  either  of  your  parents  been  in  active  military  service  within  the  past  two  years? .Yes  No 

10.  Check  each  of  the  following  you  have  ever  done  outside  North  Carolina:  attended  post-secondary  school ; worked 

PERMANENT  HOME  ADDRESS  SINCE  (DATE) 

Yours  

Spouse 

Father  

Mother  

Guardian 


12.  LAST  ADDRESS  OUTSIDE  NORTH  CAROLINA  FROM  (DATE)  UNTIL  (DATE) 


Yours 

Spouse 

Father 

Mother 

Guardian 


13.  EMPLOYER  (Current  or  Most  Recent)  LOCATION  HOURS  PER  WEEK  SINCE  (DATE) 

Yours 

Spouse 

Father 

Mother 

Guardian 


IF  ADDITIONAL  INFORMATION  IS  NEEDED,  THE  APPLICANT  WILL  BE  NOTIFIED. 

I hereby  certify  that  all  information  I have  set  forth  herein  Is  true  to  the  best  of  my  knowledge,  pursuant  to  my  reasonable 
inquiry  where  needed.  I hereby  acknowledge  that  the  Institution  may  verify  the  information  set  forth  herein  from  sources 
accessible  under  law  to  the  institution  but  that  the  institution  may  divulge  the  contents  of  this  application  only  as  permitted 
under  the  Family  Educational  Rights  and  Privacy  Act  of  1974  if  I am,  or  have  been,  in  attendance  at  this  institution. 


Signature  of  applicant 


Signature  of  parent  or  guardian  also, if  applicant  Is  under  18  years  of  age 


Date 


NOTES 


3.  SCOTLAND  MEMORIAL  HOSPITAL 


